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Dear Sir / Madam,

It is with great interest that I am forwarding my CV/Resume for your consideration.

Please regard this letter as my formal application for the position that fits my qualifications.

I believe that my academic achievements and professional career history, demonstrates attributes that make me a valuable employee.

I am confident that I will be an asset to your organization. Also, even if a job is not my work experience, I know I can do it effectively and efficiently because I can always easily pick up the knowledge required for the job.

Having worked within the industry for over 10+ years, I have developed a wide range of skills that would meet, and exceed the expectations for the role.

I would relish the opportunity to bring this level of success to your company. If you would like to get in touch to discuss my application and to arrange an interview, you can contact me via my email and mobile number I have provided

I look forward to hearing from you soon.

Career Objective

To secure a position from a progressive, innovative company where my skills and experience can be tapped to the fullest and further contribute to the growth and competitiveness of an institution. Acquire a challenging position where language, communication, interpersonal, computer and leadership skills may be applied and build a career in the field of Customer Service and work for a company that provides great opportunities for stability, career growth and development as well as self-improvement.

Highlights of Qualifications
· Highly focused, dynamic team player and results-oriented, deadline-driven operations; able to identify goals and priorities and resolve issues in initial stages. 

· Fast learner with devoted capacity to provide support for management staff and effectively managing all essential tasks with minimum supervision.

· Effective Communicator – Quick understanding of employees’ needs capable of making recommendations accordingly.

· Ability to handle stress and work around-the-clock as required.

· Multitasking: Skilled at working on simultaneous projects, without loss of details.

· Proficient in Microsoft Office System, Word, Excel, PowerPoint, Microsoft Windows® operating systems; 
· 3+ years of experience working in accounting field with hands on experience in ensuring accurate general ledger posting and responding to vendor queries, processing various types of accounts payable transactions using preset software

· In depth knowledge of acting as back up to all accounting unit functions

· Proficient in popular accounting software
Employment History
Executive Assistant / Secretary to the GM 
January 14, 2011 – November 25, 2015
Oxford Hotel and Casino
Philippines

      (    Act as a first point of contact by representing the company in a positive manner
      (    Provide customers and visitors with information on the company’s services
      (    Assist managers and executives with scheduling appointments and events
      (    Manage travel and logistics details for staff
      (    Assist in interviewing and training of junior staff
      (    Prepare event briefing materials for executives
      (    Coordinate attendance of participants by managing complex schedules
      (    Take and record minutes of the meeting
      (    Manage office budgets and prepare budget addition requests
      (    Process expenses and generate and manage correspondence
      (    Screen telephones and direct calls to appropriate staff members
      (    Independently sort mail and disseminate mail
      (    Act as liaison between departments to facilitate communication at the executive level
      (    Schedule and organize departmental project activities

Human Resources & Administrative Officer
July 27,2009 – January 3, 2011
Arphie Entreprises 
Philippines

· Assist with preparation of the budget
· Maintaining employee files and the HR filing system.

· Maintains the work structure by updating job requirements and job descriptions for all positions.

· Make organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.
· Implement financial policies and procedures

· Reconcile the general ledger and bank statements
· Establish and maintain supplier accounts

· Ensure data is entered into the system

· Ensure transactions are properly recorded and entered into the computerized accounting system

· Making income statements

· Having balance sheets

· Assist with the annual audit

· Keeps financial files and records
Accounting Officer 
June 20, 2006 – July 22, 2009
Everest Motors  
, Philippines
· Management

· Maintain a documented system of accounting policies and procedures

· Manage outsourced functions

· Oversee the operations of the treasury department, including the design of an organizational structure adequate for achieving the department's goals and objectives

· Funds Management

· Forecast cash flow positions, related borrowing needs, and available funds for investment

· Ensure that sufficient funds are available to meet ongoing operational and capital investment requirements

· Assist in determining the company's proper capital structure

· Recommend appropriate dividend issuances, based on historical dividend patterns and expected cash flows
· Budgeting

· Manage the preparation of the company's budget

· Report to management on variances from the established budget, and the reasons for those variances

· Assist management in the formulation of its overall strategic direction
Educational Background

Dr. Carlos S. Lanting College

Bachelor of Science in Nursing

Philippines
2004 – 2006
Angeles University Foundation

Bachelor of Science in Nursing

Philippines

2002 – 2004

PERSONAL DATA
Age:


30










Gender:

Female

Date of Birth: 

May 01, 1985
Civil Status:

Married
Language:

English, Tagalog
