MARIA
SUMMARY OF EXPERIENCE
· MS Office proficient such as MS Word, Excel, PowerPoint, Access, Outlook.

· 3 years of experience as Accounting Staff
· 2 years of  experience as Data Entry and Clerical works
· Knowledgeable in SAP system and Tally ERP
PROFESSIONAL EXPERIENCE
· Office Assistant/Secretary –, Fuel, Inc.
Antipolo, City

(May 19, 2015 – February 20, 2016)

1. Receiving everyday calls for all the managers regarding their checks, uniform of the cashiers and crew, issuing stations supplies and other things that they needed.
2. Prepare daily, weekly and monthly reports
3. Preparing check vouchers and petty cash.
4. Filling the payment vouchers and bank statements
5. Prepare the Cheques to Deposit and track it in the bank statement
6. To update the bank statement
7. To update the payment vouchers we are receiving from various partners
8. Scanning and photo copy the Cheques of the clients and the suppliers
9. Handle the release the Cheques of suppliers and tenants
10. To do the admin work from your side such as scanning, printing, photo copy, binding and filling
11. Releasing of check payment for the supplier
12. Maintain and update the volume of stocks such as uniforms, giveaways to the customer and station supplies.
13. Knowledgeable in Tally ERP
· Invoice Processor/Data Entry – Accenture Inc.
Mandaluyong City

(March 11, 2013 –May 14, 2015)

1. Validate the invoice if it’s good for posting or good receipts (GR) and service entry (SE) needed.
2. Identifying the correct vendor and if the vendor is already created in the system (SAP)
3. Interacts with vendor master team regarding the creation of vendor account and which vendor number will be used when posting the invoice.
4. Posting the invoices accurately and with TAT.
5. Monitor the process of all accounts payable invoices efficiently and accurately within the required turnaround time. This includes reconciling vendor statements and maintaining supporting records as well as catering an adding value to meet clients beyond expectations.
6. Create a process improvement that would help the process in an easier way resulting to a high production and minimizing cost within Accenture and most especially to our valued clients. 
7. Reversal of the invoice if needed.
8. POC in Operation Excellence, Primesphere System and Siebel Process.
9. Has a client interaction regarding invoices, vendor number and other issues related to our process.
· Mailbox Queue Analyst/Data Entry – Accenture Inc.
Mandaluyong City

(July 18, 2011 – March 8, 2013)

1. Perform data entry and research in various systems and tracking tools. Apply knowledge of   processes and related systems to assist in identifying, assessing and resolving issues/problems. Assess and resolve non-standard and standard issues or problems. Seek advice and escalate issues when faced with tasks/problems outside the scope of the work.

2. Responsible for e-mail work queue routing activities assigned by the AP, AR or GA Leads.

3. Provides via e-mail prompt replies to queries relevant to e-mail work queue routing, with referral to detailed instructions and procedures.

4. Generates and compiles e-mail work queue routing performance reports. 

5. Interacts largely with assigned process group but may interact with users around first line queries/requests for information related to specific process queue concerns (AP, AR, or GA).

6. Seeks advice about and escalates routing issues with tasks/problems outside normal scope of job.

7. Subject to general direction and guidance from leads or managers as appropriate. 

8. Accurate, efficient and organized within daily responsibilities.

9. Adaptable to learn new processes, concepts, and skills.

10. Demonstrates the ability to work as part of a team.

11. Escalates production issues to his/her team lead as appropriate. 

12. Complies with all client-published policies and procedures and any legal and regulatory requirements that the company is obliged to adhere to.
13. Provide report on AP Payments mailbox, matching and clearing and GL Open items on a daily    basis. Monitor the mailbox size and the status of all open items.
14. Monitor the amendment, cancellation, rejection and returned payment from Citibank and 

JPMorgan Chase.

· Accounts Assistant – Insular Homecredit   A Subsidiary of The Insular Life  Assurance Co., Ltd.
Alabang, Muntinlupa City

(November 6, 2007 – November 6, 2010)

Processing of payments for Withdrawn & Matured Accounts.

1. Schedule date of release of withdrawn/matured contract savings.

2. Check completeness of requirements, ie. Withdrawal letter

3. Ensure errors and other exceptions in Statement of Individual Contribution details are corrected.

4. Process withdrawal details in the system.
Stockloans 
1. Make necessary adjusting journal entries if there is any difference through checking & comparing of members individual subsidiary & general ledger.

2. Posting of Journal Voucher’s to Statement of Individual Contribution, Subsidiary Ledger & General Ledger.

Surety Distribution 
1. Checking of members individual loan balances to determine how much the correct amount to be distribute.

2. Input/encode to Loan Surety System the amount of members who are fall to surety distribution (delinquent loan availer) to determine how much is the amount need to deduct for every withdrawn paluwagan members.

3. Preparing journal entries

3. Posting of Journal Voucher’s to Statement of Individual Contribution, Subsidiary Ledger & General Ledger.

Payables

1. Prepare Check Voucher for PLDT Billing.

2. Prepare Check Voucher for Smart Communication Billing.
· Secretary  – Silver Dragon Inc,

Navotas City

(April 20, 2006 – November 4, 2007)
               Assigning of shipment cargo control number of shipment and recording on cargo control log book

 Preparation of import and export declaration together with other import and export documents for filing at the Bureau              Custom.               
               Coordinate and communicate with the shipping lines for the information of import and export shipments.
               Coordinate with truck dispatcher for available truck and await for final notification of schedule.
               Follow up from time to time the ongoing processing of import/export in the Bureau of Customs.
Monitor the unloading of goods in warehouse and piers. Responsible for supervising packing of goods and ensuring          safe delivery of goods to the customer delivery area.
               Preparation of Documents for payment process though bank.
· Data Entry – Wyeth Philippines Inc,

Makati City

(July 18, 2005 – April 7, 2006)

 
Assigned to monitor calls of the territory managers of Nutritional Division.

Coordination with forwarder on packing and delivery of samples and promotional materials.

Maintenance of Inventory of samples and promotional materials and regular cycle count.

Assigned to consolidate the yearly TPF (Territory Program Fulfillment) of the territory managers.

   Answering phone calls such as queries and request.

· Cashier/Receptionist – Antipolo Super Palengke

Antipolo City

(September 16, 2004 – June 15, 2005)

Process sales quickly and courteously.

Receive payment from customer and providing right change.

Operates cash register and scanner.
Provide answers to visitors’ inquiries about the company, its products or services 
Coordinate activities around the front desk/reception premise 
Direct visitors and clients/customers to their desired destinations in the premise 
Sort and handle out mail messages whether incoming or outgoing 
Answer incoming calls on multi-line telephones 
File and keep record of activities in the office for easy retrieval and review when due, and sending to the relevant department personnel
 Perform keyboarding/data entry functions Schedule and confirm appointments
 Maintain company’s event calendars. He or she keeps in records all events to hold in the organization and notifies respective department when due Copy, file, and maintain paper or records and electronic documents of visitors Where necessary, inform relevant staff of visitors’ arrivals and/or cancellations of appointments
 Perform varieties of other administration tasks as directed by manager; this could include faxing, emailing or even assisting other departments that need help 
Responsible for maintaining clean and safe reception area; keep it tidy at all times 
May also perform bookkeeping or cashiering and other similar duties 
· Data Entry Operator – Felsen Code

       Maybancal, Morong, Rizal

(June 30, 2003 – April 24, 2004)

Log the batch no. of mortgage/deeds documents.
Analyze the documents.
Input all the important details on the documents to the computer.
Insert customer and account data by inputting text based and numerical information from source documents within                    time limits.
              Compile, verify accuracy and sort information according to priorities to prepare source data for computer entry
              Review data for deficiencies or errors, correct any incompatibilities if possible and check output.
              Apply data program techniques and procedures.
              Generate reports, store completed work in designated locations and perform backup operations.
              Keep information confidential.
  SEMINARS AND TRAINING ATTENDED
· LAND BANK OF THE PHILIPPINES 

On-the- job Training (Binangonan Branch)

· 2010 Start-Up Conference (January 09, 2010)

Conducted by BENCHMARK

PERSONAL BACKGROUND

EDUCATION   :     Tertiary

                               Tomas Claudio Memorial College – Morong Rizal

                               Bachelor of Science in Business Administration 


                 Major in Banking and Finance ( SY – 1998 – 2003)

                               Secondary

                               University of Rizal System

                               SY – 1994 – 1998



  Primary



  Lagundi Elementary School
                               SY – 1986-1994

PERSONAL INFORMATION
Birthday                  November 26, 1981
Civil Status             Married

Age                         34 years old

Sex                         Female
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