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OBJECTIVE
To join an organization where I can maximize the skills and the talents in Management, Sales and ability to work well with people.

CAREER PROFILE:

· Proven record of reliability and responsibility. 

· Remain calm and professional throughout critical incidents. 

· Strong analytic skills, capable of assessing conditions and implementing appropriate intervention. 

· Resourceful problem solver capable of implementing solutions to complex problems. 

· Possess special sensitivity to meeting diverse needs in varied situations.  

ACADEMIC BACKGROUND
June 2007 to April 2011     Business Administration Major in 

      
      Marketing Management




                                                               Philippines
WORK EXPERIENCE’s


 PHILIPPINE OPPO MOBILE TECHNOLOGY INC.


 Finance and Administrative Officer (June 2014 – December 2015)
Philippines
· Revenue management: verify the income indicated in the Aftersales system (Salesforce) and the cash received, requiring no discrepancy

· Check the system service forms, handwritten service forms, and the printed service forms, confirm the amount and input accuracy, requiring no discrepancy

· Expenditure management: review the reasonableness of expenses, bill authenticity, followed by cash payment, requiring no difference

· Factory reimbursements: making reimbursement reports for rent, utilities, internet, renovation, assets, courier, training, and other expenses incurred

· Company reimbursements: reimburse the expenses required by the company, verify the amount of reimbursement with the amount credited, requiring no difference

· 6Financial statements: making monthly and annual reports for income and expenses 

· Validation of courier information: audit the courier fees of service centers

· Check the revolving funds of service centers regularly

· Assist the inventory manager in auditing the fixed assets and accessories of service centers

· Filing of service form hard copies

· Submit reports that are related and required by the accounting department

· Implement the accountability of the personnel causing the discrepancies in income, expenses, and revolving funds

EMPERADOR DISTILLERS INC.
Accounting Assistant (Credit and Collection Processing) March 2012 – May 2014
Philippines 

· Process orders entries: prepares documents for delivery
· Gathering financial data necessary for credit decisions
· Facilitates the timely processing of accounts credit limits

· Review & manage order holds on daily basis and process purchase orders / sales invoice

· Monitor status of payments of accounts

· Application of marketing project proposal

· Gathering of customer’s information

· Maintained and built relationships with existing customers via telephone calls and emails
· Performs numerous clerical and office tasks
    GREENWICH SM MARIKINA


Service Crew (June 2011 to December 2011)
ON JOB TRAINING

MERALCO 



Administrative Assistant




Dist. in Services of Asset and Management (DSAM) 

                                            DSAM Philippines
November 2010 to February 2011
Pasig City Hall










Special Program for Employment Students (SPES), Summer Job


Dept. Of Justice (Branch 69)




April 2010

Dept. Of Justice (Branch 70)




April 2009

ACTIVITIES AND ORGANIZATION


Junior Accountants, Entrepreneurs, and Marketing Management Executives 
Pamantasan ng Lungsod ng Pasig Consumer Cooperative (Member)

SKILLS
Excellent in written and verbal communication skills, proficiency in handling Window based applications and advanced Microsoft office, knows how to use SAP Netweaver.

Proficiency in handling V2 System and Accurate System

PERSONAL DETAILS:
Birthday: January 18 1990

Sex: Female




Age: 25 years old


Civil Status:  Single







Language: Filipino and English

