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 OBJECTIVE:

To work in a company where I could utilize my skills, enhance my knowledge and ability, be an 
asset to the organization which I could provide me career growth and advancement.

WORK EXPERIENCE:
EARTH CARE CLEANING AND PEST CONTROL LLC.
March 21, 2014 – April 7, 2016
JOB DESCRIPTIONS:
Receptionist/Admin.:

· Meeting and greeting clients.

· Booking meetings.

· Arranging Couriers.
· Receiving and replying emails.
· Keeping the reception area tidy.

· Answering and forwarding phone calls.

· Sorting and distributing phone calls.

· Monitoring staff schedule and assignments.

· Monthly invoicing.

· Invoice delivery

· Cash and check collections.

· Visit project/clients.

· Purchase Order processing.

· Materials delivery.

· Preparing checks.

· Bank transactions.

· Petty cash reports and expense report.

· Monthly Payroll.

· HR functions.

CITIWORKS MANPOWER RESOURCES
Assigned at:

TIME CONCEPTS SALES, INC.

Treasury And Admin Department

December 26, 2012 - October 25, 2013
JOB DESCRIPTIONS:
Office Admin:

· Prepare Cash Vouchers.
· Print Checks.
· Release checks.
· Encode check details to East West bank program.

· Transmit Business permits and other business documents to shops.

· Deposit payments to banks.
· Rental payment to Mall.
· In-charge of office supplies distribution.

· Prepare Managers Checks.
· Check Statement of Accounts from Contractors.
· And perform some other administrative functions.
ISUZU ILOILO CORPORATION


Finance and Admin. Department
April 14, 2008 – April 12, 2012
JOB DESCRIPTIONS:
Credit and Collection II / Insurance Assistant:
· Sells in-house insurance to clients with outside insurance policy.
· Follow-up AR insurance. 
· Collect payment.
· Review AR aging.
· Prepare Statement of Accounts (SOA) and send through mail and fax.
· Does reconciliation on unidentified accounts.
· Applies payment on AR.
· Follow-up and process insurance renewal.
· Process insurance claims.

· Submits timely insurance claim requirements to insurance company.

· Submits monthly reports to finance head and central office.
· Assists clients with concern.

· And perform other duties and responsibilities assigned, like in-charge of LTO renewals.
Billing Assistant:
· Ensures that all parts/accessories and service released are accurately billed through the issuance of Parts Sales Invoice and Service Invoice.
· Prepares weekly Parts, Accessories and Service Sales Report.
· Checks if all the invoices due to customers are accounted for and correct.
· Maintains complete and accurate records of all invoices and hard copies.
· Performs other duties and functions that may be assigned from time to time, like in-charge of PMS warranty claim, insurance renewal and follow-up AR individual, corporate and insurance.
BUREAU OF INTERNAL REVENUE
Finance and Admin Division, Cashier Office
November 2007 – January 2008

JOB DESCRIPTIONS:

On the Job Training:

· Encodes payroll to Land Bank program.
· Prints payroll summary.
· Checks voucher if the amount and the name on it is the same as on issued checked.

· Stamps paid vouchers.

· Calls and informs checks payee to claim their checks.
· Files vouchers and receipts.

· Answers phone calls. 

GAISANO CITY MALL

Childrens Department

June 2004-November 2004

JOB DESCRIPTIONS:
Sales Clerk:

· Assists the customers.

· Responds to the needs of the customer.

· Fills in incomplete stocks.

· Arrange stocks accordingly.

· Gives the right item to customer.

· Does the monthly inventory of the stocks.
EDUCATIONAL BACKGROUND:

College  
  :       Bachelor of Science in Commerce major in Management Accounting
      


          Western Institute of Technology
          La Paz, Iloilo City

          March 2008
Secondary
 :        Lapayon National High School

                       Lapayon, Leganes, Iloilo



         March 1999

Primary              :       Lapayon Elem. School



          Lapayon, Leganes, Iloilo



          March 1995


SEMINARS ATTENDED: 

Basic Customer Service Training
September 18, 2009
Code of Ethics Simenar
June 4, 2008

SKILLS AND ABILITIES:
Knowledgeable in MS Office Application like Word and Excel.
Able to communicate, read and write in English and Filipino.

PERSONAL INFORMATION:

Birth date        :          December 28, 1982
Civil Status       :           Single
Sex                     :           Female

