EMPLOYMENT HISTORY:

CORETEAM MANPOWER SERVICES, INC.

CORE TRADES ACADEMY INC.

ACCOUNTING/ADMIN STAFF/SECRETARY
FEBRUARY 03, 2011 UP TO PRESENT

· Report directly to the Finance & admin Manager.
· Posting & updating of records to QuickBooks
· Preparation of various report analysis for management purposes.
· Updates bank reconciliation statement & other cash flow analysis.
· Accounts Payables and Receivables with particular task of planning and timely disbursement of office expenses.
· Prepare Funding of Payables to be approved to Director and President.
· Prepare Payroll of all CMSI & CTA staff including managers.
· Maintain confidentiality of financial records as per office protocols & Company policy.
· Performs other task as per assigned by Finance & Admin Manager, General Manager or/and President/CEO
· Transact with the bank
· Prepares & issue petty cash fund.
· Prepare daily collection report.
· Prepares Check Vouchers & Check as per approved request.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
· Receive payment by cash, check or automatic debits.
· Calculate total payments received during a time period, and reconcile this with total sales.
FLORABEL RESTAURANT (FC WEISHAN FOODS, INC.)

EXECUTIVE SECRETARY

SEPTEMBER 2007 – JULY 2008

· Prepare and manage correspondence, reports and documents
· Monitoring, inventory and releasing of Office Supplies

· Prepare transmittal and logging out in the record book.

· Received and authenticate deliveries and log-out documents and checks released by accounting.

· Receiving and relaying phone call and information.

· Preparing the weekly minutes of the Management Committee Meeting
· Provide employment details such as rubberstamp, nameplates, and employment contract & specimen signature. (conducting preliminary exams, interviews, scheduling trainees)

· Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons according to their needs.
PRESTIGE PARKING INC.

SECRETARY/CASHIER

JANUARY 2006 – JULY 2007

· Transact with the bank
· Prepare daily collection report.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
· Calculate total payments received during a time period, and reconcile this with total sales.
· Take, type and distribute minutes of meetings

· Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals.
TRAINING/SEMINARS ATTENDED

· CAEP – Continuing Agency Education Program

POEA – Philippine Overseas Employment Association

September 11, 2014

· Disaster Preparedness, First Aid And Basic Life Support Training

Philippines

October 22, 2015
EDUCATIONAL ATTAINMENT:


Tertiary

:   ACCESS Computer and Technical School




    Aurora Boulevard, QC




    (1998-2000)


Course

:   Computer Science


Secondary
:   Marikina High School




    (1994-1998)


Elementary
:   H. Bautista Elementary School




    (1988-1994)

PERSONAL INFORMATION:


Age


:   34 yrs. Old


Height


:   5’4”


Weight


:   105 lbs.


Date of Birth

:   December 8, 1981


Religion


:   Catholic


Citizenship

:   Filipino
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