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Nationality: Filipino

Marital status: Single

Date of birth: June 9, 1990

Age: 25 years old

Languages: English, Filpino

Religion: Roman Catholic
___________________________________________________________________________
Objective:
To develop my analytic skills in the Accounting and Inventory process, and help the company to grow their business by having a more detailed stock reports or inventory control.
Core Competencies:
Knowledgeable in the use of GSX

Knowledgeable in the use of FileMaker Pro

Knowledgeable in the use of the SAP system
Knowledgeable in the use of  the Integra Payroll System
Knowledgeable in Payroll, Billing and Last Claims
Knowledgeable in the use Microsoft Office programs
With good oral and written communication skills
Open-minded, hard-working, resilient, creative, goal-oriented
Educational Background:
Bachelor of Science in Commerce Major in Finance (2012)




Far Eastern University, Manila



Work Experience
Parts Management Analyst – Power Mac Center (Apple Authorized Reseller and Service Center)
October 2014 to January 2016
· Observed and complied with all Apple guidelines in handling warranty claims

· Received and conducted through physical and document checking of all inbound part shipments 

· Encoded pertinent data upon receipt of spare parts into the company’s system

· Ensured that any Dead-on-Arrival (DOA) parts are valid and returnable to Apple within the prescribed period

· Performed issuance or transfer of parts to service centers according to their requests, both for computers and for iPods; relatively, recorded and used appropriate documentation in such transactions
· Provided assistance in packaging all outbound shipments and its accurate and complete documentation

· Monitored and updated related data/information on the Global Service Exchange system of Apple concerning iPods and accessories
· Ensured proper filing and storage of all pertinent documents like transfer slips, service reports, acknowledgement receipts, and shipping documents of “Known Bad Boards (KBB)”

· Submitted all mandatory reports to Management and those that will be requested from time to time

· Protected the image and interest of the company at all times

· Monitored and ensured the security of Apple products
· Maintained the right mix and level of stock, parts managers help to ensure the efficiency and productivity of the store's service and repair operations
Accounting Assistant – LIXIL Philippines Ltd. Co. (formerly American Standard Philippines Ltd. Co.)
October 2013 to October 2014
· Assisted Credit and  Collection in retrieving documentary evidences to formulate analyses on past due accounts with disputes

· Monitored proper inventory movements in selected warehouse locations like consignment stocks and mock-up samples

· Assisted in BIR-ICC registration

· Assisted in providing documentary evidences for reconciliation with the Bureau of Internal Revenue

· Retrieved all invoices and delivery receipts for accounts with disputes

· Reconciled physical count sheet versus SAP system

· Monitored mock up samples and provided confirmation letters to respective employees to ensure proper accountability of the released stocks

· Collected related supporting documentation for BIR-ICC registration submission

· Mapped the customer sales summary list of BIR versus subsidiary sales journal of LIXIL to verify the source of tax discrepancies

· Monitored and analyzed the data on mock-up samples for the review of the sales director, finance director, and general manager

· Maintained a  monitoring file of mock-up samples which were provided by the sales account managers to their clients
· Analyzed and prepared consignment stock reports for the management’s review

· Analyzed statements of account for the collection of the client payables

· Occasionally did client visits to do collection

· Assisted in processing the payables for various providers

· Did the closing of accrued value added tax (VAT) to input value added tax

· Processed employees’ cash advances and expense reports

· Reconciled Physical count  sheet vs. SAP system

· Processed renewal of company’s Mayor Permit and Business Permit
Accounting Staff - A.R.M. Resources, Inc. 
May 2012 to October 2013
· Computed the tax refund of employees and prepared each employees’ BIR Form 2316
· Responsible for timekeeping each employees’ daily time record (DTR)

· Processed payroll every 5th and 20th; 10th and 25th; and 15th and 30th day of each month approximately 700 employees
· Prepared pay slips for the deployed staff

· Prepared the billing statement for various clients after the payroll processing

· Computed the last pay of all contractual and resigned employees

Seminars 
&Trainings Attended:

IOS and Mac Basic Training, PowerMacCenter, North East Square




PMC Service Training, Power Mac Center, North East Square
Integra Payroll Master, Makati.
Development of an Enterprise (March 1, 2011)  FEU, Manila.




14th Marketing Plan Competition (September 24, 2010) FEU, Manila.
OJFINEX General Assembly, FEU, Manila.
