Maria 
Personal information:
Date of Birth: July 31, 1985

Citizenship: Filipino
Age: 30 y/o

Gender: Female

Religion: Born Again Christian

Height: 5’2”

Weight: 50 kls

Civil Status: Married

Educational Background:

Tertiary

Jose Rizal University (Shaw Blvd. Mandaluyong City)


Course: Bachelor of Science in Information Technology

Graduated year 2010
Secondary

Mandaluyong East High School (Brgy. Mauway st. Mandaluyong)


Graduated year 2002

Primary

Nueve De Febrero Elem. School (Nueve de Febrero st., Mandaluyong)


Graduated year 1998


Working Experience:

Sermasison Corporation

January 9, 2011 – January 5, 2012

HR Staff

*Provides payroll information by collecting time and attendance records.

*Submits employee data reports by assembling, preparing, and analyzing data. *Maintains employee information by entering and updating employment and status-change data. 

*Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies. 

*Maintains employee confidence and protects operations by keeping human resource information confidential. 

Lyceum of the Philippines University
May  9 – October 9, 2012

Accounting Clerk
* monitor/maintain financial records including trust and cafeteria funds, petty cash, accounts receivable, bank deposits, and reconciliations; 
* respond to inquiries and take/relay messages; 
* operate office equipment and software to create/maintain correspondence, spreadsheets, databases, and reports; 
* prepare, process, file and maintain correspondence, records, reports, forms, and work orders; monitor/maintain inventory and place/receive/verify supplies and equipment orders; 
RBP Industrial Sales Inc.

October 10, 2012 – June 20, 2014
Bookkeeper

* Keeps records of financial transactions for establishment, using calculator and computer: Verifies, allocates, and posts details of business transactions to subsidiary accounts in journals.
* Summarizes details in separate ledgers or computer files and transfers data to general ledger, using computer. 
* calculate employee wages from plant records or time cards and prepare checks for payment of wages. 
* Preparing withholding, Social Security, and other tax reports. 
* Computing, typing, and mail monthly statements to customers. 
Time Concept Sales, Inc
June  23, 2014 – April 23, 2015

Admin Assistant

*Issuing of invoices to clients with tax and inventory monitoring or tally the in and out product. 
*Ensures operation of equipment by completing preventive maintenance requirements; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques.
*Provides information by answering questions and requests. 
*Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies. Contribute to team effort by accomplishing related results as needed.

OCS Republic Courier Services, Inc
April  9, 2015 – Present

Logistic Staff
*issuing a bank deposit slip from clients check 
* encoding bills, invoices and purchase orders 
* Ensure all payments are processed in time 
*Create a statement of account for each of your customers 
*Create packing lists and update shipment information in database 
*Organize files both manually and electronically
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