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MAUREEN 
  Maureen.296661@2freemail.com 
CAREER OBJECTIVE:

To be able to render efficient service to the company which will enable me to successfully help attain the company’s goal and objectives of fast and excellent quality service.

SKILLS:
· Excellent Communication Skills
· Hardworking

· Proven skills in public relations

· Able to work under pressure and meet tight deadlines

· Independent and self – motivated with a strong sense of responsibility

· Competent, trainable, and highly motivated person

· Computer literate in MS office

· Multi tasking, positive attitude, energetic and strong customer focus instinct
· Good team leader

TRAINING AND SEMINARS ATTENDED:
· CHOWKING

Store Management Training Program (SMTP)

Batch 73

November 26, 2002 – February 10, 2003

· BANK OF THE PHILIPPINE ISLANDS

New Accounts Clerk

October 2001 – February 2002
WORK EXPERIENCES:
1) March 2, 2015 – June 5, 2016


Collections Specialist


REED ELSEVIER SHARED SERVICES (Philippines) INC


Megaworld

Iloilo City, Philippines
· Primarily responsible for timely collections of outstanding balances, accurate review of payment terms for all customers from various business involves.

· Handling inbound and outbound calls; sending emails to client for collections.

· Making outbound collection calls in a professional manner while keeping and improving customer relations.

· Sending payment reminder via email especially the delinquent accounts.
· Provides timely follow-up on payment arrangements.

· Resolves client-billing problems and disputes.
· Review and monitor assigned accounts and all applicable collection reports.

· Process payments.
2)
November 26, 2013 - January 31, 2015
Accounting Staff
MANILA BULLETIN PUBLISHING CORPORATION
Iloilo Branch 

Iloilo City, Philippines
· Verifies the daily cash production report.

· Maintain financial reports, records and general ledgers.

· Prepares and analyze budgets.

· Annual renewal and processing of business permit.

· Provides billing for all retailers and dealers.
· Complete payments and controls expenses by receiving, processing, verifying, and reconciling invoices.
· Pays vendors; scheduling, preparing and releasing cheques.
· Issuing Purchase Orders.

· Handling petty cash funds.
· Provides monthly financial reports.

3)
November 26, 2002 – October 26, 2008

Manager


CHOWKING


Gaisano City Branch / Marymart Branch


Iloilo City Philippines
· Supervises and manages the overall performance of the staff.
· Manpower scheduling.

· Manually computing the number of hours rendered by the staff at the end of the day.

· Checking the quantity and quality of foods delivered from the commissary.

· Oversee all aspects of food preparation, including cold prep, cooking, storage and disposal of food. 
· Resolves customer issues.

· Responsible for the safety of all customers and employees on the store premises.

· Ensure that employees are providing good service to customers, which includes completing and serving orders quickly, being courteous, efficient and keeping the store premises clean.
· Cash counting every end of shift.

· Cash deposit of actual sales.

4)
April 24, 1999 – September 30, 1999

Service Crew / Cashier
DUNKIN DONUTS

SM City Branch / Iznart Branch


Iloilo City Philippines
· Handling all cash transactions.
· Endorsing of cash sales at the end of shift.

· Dispatching of doughnuts.

· Inventory of doughnuts at the end of shift.

· Keeping the store premises clean.

EDUCATIONAL BACKGROUND

UNIVERSITY OF SAN AGUSTIN


College


Bachelor of Science in Commerce major in Management Accounting


May 2002
MAUREEN  
Applicant
