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ANGELA 
OBJECTIVE

A career where I will grow and develop my professional skills and 
Related experiences.

PERSONAL INFORMATION

Age:

27 years old

Birthday:
November 27, 1988

Birthplace:
Imus Cavite, Philippines

Height:

5’3

Gender: 
Female

Status:

Single

Nationality:
Filipino

Dialect Spoken:
English & Tagalog

EMPLOYMENT EXPERIENCE

 Asian Recipe Sdn Bhd (Groups)


Accounting Clerk


Block B, 5th Floor, Unit 507 & 508 Kelana Square, Jalan SS7/26, 47301 Petaling Jaya, Malaysia


April 2013 ~ March 2016

· Verify, analyze, update and maintain the accuracy of invoices, account payables, receivables, expenses, disbursements, ledgers, journal and other records detailing financial business transactions.

· Encodes entries in UBS Accounting System software.
· Recommends actions to resolved discrepancies.
· Update Payments and Receipts Cash Book.
· Prepares and submit Daily Sales Report & Analysis.
· Receives and monitors Daily Cash Bank In Report. 
· Verifying and processing Petty Cash claims.
· Prepares Payment schedule and reports.
· Prepares online and cheque payments.
· Attends to supplier & contractors inquiries and queries through email and telephone.
· Prepares letters and notifications on related accounting matters.
· Performs other related accounting and admin job under the command of the Accounting Executive.
Asia United Bank 

Service Auxiliary Trainee/Head Teller

Km 21 Emilio Aguinaldo Hi Way Bayan Luma, Imus Cavite, Philippines

July 2009 ~ May 2013
· Trains new employees in customer service and banking procedures.

· Supervises and coordinates activities of workers engaged in receiving and paying out money and keeping records of transactions in bank and similar financial institutions.
· May assign duties to tellers to ensure efficient functioning of the department.
· Examines teller’s report of daily transactions for accuracy.
· Attends to tellers/cashiers queries.
· Attends to clients queries and complains.
· Access to client’s safety deposit boxes.
· Ensures supply of money based on daily requirements and demands.

· Consolidates and balances daily transactions and reports.
· Consolidates, monitors and handle proper turnover of cash to the vault.
· Count and records bill and coin count in vault.
· In charge on handling and processing Inter Office Accounting report (IOA)

· Assists Operations Manager on balancing cash on vault and other end of day duties
· Performs other duties under the Service Manager.
EDUCATIONAL BACKGROUND

Imus Institute







March 2009

Bachelor of Science in Commerce Major in Management

Nueno Ave. Imus, Cavite

Maranatha Christian Academy




March 2005

Malagasang 2nd Imus Cavite

Malagasang III Elementary School




March 2001

Malagasang 2nd Imus, Cavite

TRAININGS & SEMINARS ATTENDED


Anti-Money Laundering Seminar




June 2011


33rd floor Joy Notalg Building, Ortigas Pasig City


Philippines


CSA – Service Auxiliary Traning




December 2011


33rd floor Joy Nostalg Building, Ortigas Pasig City


Philippines


Accounting for Non Accountants




February 2011

33rd floor Joy Nostalg Building, Ortigas, Pasig City


Philippines

Completed 500 hours On-the-Job Training in HR Department 
November 2008-March 2009


Our Lady of the Pillar Medical Center
Tamsui Ave. Imus Cavite, Philippines

1st Cavite Entrepreneurship Student Summit



December 7, 2007

Tagaytay International Convention Center

Tagaytay City, Philippines

Bank Operation and Management




September 16, 2005

AVR, Imus Institute

Imus Cavite, Philippines

Total Quality Management





January 27, 2006

AVR, Imus Institute

WORKING ABILITIES
· Knowledge on using Sage UBS Accounting System software

· Knowledge on handling Bank’s over the counter transactions

· Can use both MS Word & Excel

· An adequate knowledge on computer
· Proficient in both verbal and written communication.

· Can work gracefully under pressure.

· Can handle a work individually or with a team.

· Fast learner

· Easy to work with.

· Reliable.

 CHARACTER REFERENCE


Available upon request

I hereby acknowledge that the information given above are correct. 
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