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Lea 


OBJECTIVE:
  Willing to work in a dynamic, challenging and growth oriented Company that allows me to utilize my knowledge and experiences to contribute for the growth of the organization.
EDUCATIONAL QUALIFICATION:

· COLLEGE
       BACHELOR OF COMPUTER SCIENCE (4 YEARS)  
 SAINT FERDINAND COLLEGE
 ILAGAN ISABELA, PHILIPPINES
 Year 2001-2005  
· HIGHER SECONDARY SCHOOL                

TUMAUINI NATIONAL HIGH SCHOOL

TUMAUINI, ISABELA, PHILIPPINES
Year 1996-2000
· ELEMENTARY SCHOOL 
BAYABO ELEMENTARY SCHOOL

BAYABO TUMAUINI, ISABELA PHILIPPINES
Year 1990-1996

COMPUTER SKILLS:
1. Microsoft Office 
2. Microsoft Word 
3. Microsoft Excel 
EXPERIENCES:

Employment History:
· Office Administration Cum Assistant Accountant

(From July 2009 – 2015)

Dubai- United Arab Emirates
· Responsible for holding company petty cash for company expenses. 
· Maintaining and updating daily transactions of accounts.
· Maintaining all invoices in proper files.
· Preparing monthly statement of petty cash.
· Preparing Bank Reconciliation statement.

· Preparing statement for issuing cheques.
· Provides payroll information by collecting time and attendance report. 
· Calculating salary for all company employees.
· Responsible to check all the credit card bills of the company.
· Maintaining employees file and the HR filing system. 
· Responsible of making LPO's, Invoices, Quotation's and any other related documents. 
· Photocopying and printing various documents.
· Maintaining all clients' documents in a proper file. 
· Asserting each and every files concerning Office, Sponsor, License, Credit Card and company owners personal matters.
· Organize telephone, fax, Internet and DEWA bills for each account (Office and company owners residence) for payment.
· Monitor and recharge salik account for Company.
· Organize to collect post and distribute to relevant staffs.
· Responsible for office administration duties (maintenance, stationery, pantry items, etc.)
· Personal Tutor
(From March 03, 2007 – 2008)


  Singapore

· Help the student to reach his or her goals.
· Helping to develop study skills and time management skills.
· Teaching the student how to study for their homework.
· Provide help and support on matters of personal development.
· To provide advice on academic matters.

· Cashier

(From November 2005- 2007)
 Super Market Philippines
· The first duty of cashier is to greet the customers entering into organization.
· Scan items and ensure pricing is correct.
· Handling all the cash transaction of an organization.
· Receive payment by cash, cheques, credit card etc…
· Ask for one or two forms of ID to confirm identity.
· Checking daily cash accounts.
· Validate checks.
· Bag items carefully.
· Guiding and solving queries of customer.
· Providing training and assistance to new joined cashier.
· Maintaining monthly, weekly and daily report of transactions. 
· Keep counters clean.
· ON THE JOB TRAINING

Isabela Provincial Office

Department of Trade and Industry

Alibagu Ilagan, Isabela Philippines

· Office work.
LANGUAGES KNOWN:
· ENGLISH
· TAGALOG
PERSONAL DETAILS:
                 DATE OF BIRTH

:
26. 07. 1983
                PLACE OF BIRTH                         :         
TUMAUINI, ISABELA PHILIPPINES
                SEX



:
FEMALE

                MARITAL STATUS

:
MARRIED
                NATIONALITY

               :
 FILIPINO
                RELIGION



:
ROMAN CATHOLIC
               VISA STATUS                                 :             TOURIST VISA

DECLARATION:
                  I HEREBY DECLARE THAT THE INFORMATION GIVEN ABOVE ARE TRUE TO THE BEST OF MY KNOWLEDGE AND BELIEF.
Lea 
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