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OBJECTIVE

To work in a challenging environment demanding all my skills and efforts to explore and adapt myself in different fields, and realize my potential and contribute to the development of organization with impressive performance
LEARNINGS FROM EXPERIENCE

Finance– Financial Accounting and Administration




    Billing and Collection
   Processing and Payables

Customer Service – Effective Query Handling

                                     Overall Administration 
CORE COMPETENCIES

· Strong analytical and accounting skills.
· Taking ownership and Responsibility.
· Positive attitude towards Learnings.
· Finishing Task In Time.
WORK EXPERIENCE
Company Name: Ahdab Constructions LLC
Designation: Accountant 
Duration: August 2015 - Present 

Key Responsibilities:  

Book Keeping - Checking of expense receipts and invoices 

Billing and Collection – Preparation of Invoice for Clients and following up payments

Petty Cash Replenishment – Checking and monitoring of petty cash funds for each projects

Report Generation – Preparation and submission of collection reports, updating general collection reports, and generating accounts receivables reports on timely basis

Customer Service – Preparation of Quotations for Clients’ inquiries

Payroll – Preparation of monthly payroll

Administration - Monitoring and filing of files and documents. Handles the over-all functions in accounts and administrative of the company

Company Name: Eton Properties Philippines, Inc
Designation: Administrative Assistant – Credit and Collections 
Duration: February 13, 2012 – July 20, 2015. 
Key Responsibilities:  

Billing and Collection – Timely distribution and Audit of unit owner/tenants statement of accounts. 

Report Generation – Preparation and submission of collection reports, updating general collection reports, and generating accounts receivables reports on timely basis
Property Administration – Provide assistance to the administration functions, files and supplies monitoring and management 

Customer Service – Attend to unit owners’ queries, and relaying of concerns to superiors’ 

Payables – Prepare request for payments for the property expenditures
Project Handled:
68 Roces Luxury Village - Townhouse with 190 units located in Roces avenue, Quezon City 

Belton Place Makati - High rise condominium with 600 units located in Pasong Tamo, Makati City 

One Archer’s Place - High rise condominium with 2 towers with 600 units each tower in Taft, Manila
Company Name: United Pulp and Paper Co. Inc.
Designation: Accountant
Duration: March 2011 till August 2011.
Reason for Job Switch: Growth
Key Responsibilities:  

Book Keeping - Checking of delivery receipts and invoices 

Account Payables - Processing of request for payments 

System Application - Posting of accounts using System and Application Product 

Administration - Monitoring and filing of files and documents 

TRAINING AND AFFILICATION

Polytechnic University of the Philippines Chapter 
Junior Financial Executives 

Member 2008-2011 

Calumpit Central United Methodist Church Calumpit, Bulacan 

Financial Secretary - May 2010 – May 2012

Auditor – June 2012 till July 2015
EDUCATIONAL AND TECHNICAL QUALIFICATION

Bachelor in Banking and Finance From Polytechnic University of the Philippines in the year 2011
PERSONAL INFORMATION

· Date of Birth

: October 15, 1990
· Sex


: Female

· Religion

: Christian
· Place of birth

: Calumpit, Bulacan

· Civil status

: Single

· Citizenship

: Filipino

