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NERISSA
NERISSA.321693@2freemail.com  
_______________________________________________________________________________________
PROFESSIONAL SUMMARY:

Dedicated and enthusiastic professional with my extensive experience. Highly skilled with effective and have proven ability to meet targeted goals, build professional relationships, results-oriented, proactive, and team-player with a successful record of accomplishments in a different organization.

PROFESSIONAL EXPERIENCES:
ACCOUNTING ENCODER/ADMIN ASSISTANT

AHVIS DISTRIBUTION GROUP INC.
(MARLBORO AND PHILIP )
MANGIN, DAGUPAN CITY PHILIPPINES
2005 – 2016
· Encoding daily sales report every day
· Checking daily cash and checks reports of the agents.
· Deposits Cash and Checks
· Follow up unpaid collections of the clients from Supervisor or Manager.
· Collecting unpaid receipts for the clients.
· Prepares and update daily receipts of the clients before visit weekly the supervisors or managers.
· Prepare and checks daily inventory stocks of the agents.

· Prepares Petty Cash or Cash Advance of the employees or agents. 
· Coordinates with the Supervisor or Manager  for the daily reports.
· Monitors  and updates sales every day, weekly and monthly of agents. 
· Coordinates with Department Heads regarding for the unpaid collection of the agents.
· Keeps and maintains updates Employees Record Files 
· Submit the monthly End  Report from Supervisors and Manager.
· Prepare and monitor and bought  office supplies.
· Conducts screening and exam for the newly agents.
· Accepts incoming  and outgoing calls.
· Performs other duties that may be assigned from time to time
ADMIN ASSISTANT

NEW JODDESON (AUTO CARS SUPPLIES MERCHANDISING)
TOYOTA DAGUPAN PHILIPPINES
2004
· Encoding files

· Prepare and process receipt

· Collecting for the unpaid receipts
· Follow up for the unpaid clients

· Deposit cash and check

· Accept incoming and outgoing calls
· Monitor and arrange the files
· Filling of different documents accordingly
· Performs other duties that may be assigned from time to time
ADMIN ASSISSTANT
Rural Bank Of Malasiqui

Malasiqui Pangasinan

2004
· Checking cash, ready for deposit
· Accept incoming and outgoing calls
· Monitor and arrange the files
· Filling of different documents accordingly
· Performs other duties that may be assigned from time to time
CUSTOMER RELATION PERSONNEL

GUESS USA

SM FAIRVIEW QUEZON CITY
September 1, 2001 – JANUARY 31,2001
CUSTOMER RELATION PERSONNEL
WATSON HEALTH AND BEAUTY

SM FAIRVIEW QUEZON CITY PHILIPPINES
Feb .10, 2001 – June 10, 2001

ON THE JOB TRAINING

LAND BANK of the Philippines

San Jose City Nueva Ecija 2003

COUNTER CASHIER (working student)
AGULTO RESTAURANT 

San Jose City Nueva Ecija , Philippines
April 1999-2000
RECEPTIONIST (working student)
Caranto Optical

San Jose City Nueva Ecija, Philippines
Sept. 1998-March 1999

EDUCATIONAL ATTAINMENT
________________________________________________________________________

College 

BACHELOR OF SCIENCE in COMPUTER SCIENCE
THE COLLEGES OF THE REPUBLIC

San Jose City, Nueva Ecija, Philippines



1998-2003
Secondary 

Dona Juana Chioco National High School


                 
 Lupao, Nueva Ecija, Philippines



1993-1997

Primary


Salvacion II Elementary School



          
 Salvacion II Lupao, Nueva Ecija, Philippines

                        
1987-1993

RECOGNITION
________________________________________________________________________

BEST IN ATTENDANCE AWARD MONTHLY 

GUESS USA SM FAIRVIEW
WATSON HEALTH AND BEAUTY SM FAIRVIEW
ACTING PRESIDENT

COMPUTER SCIENCE DEPARTMENT

2002-2003

VICE PRESIDENT

COMPUTER SCIENCE DEPARTMENT 
2001-2002

Honor Student
Dona Juana Chioco High School 

 Honor Student
Salvacion II Lupao, Nueva Ecija

SEMINARS 

_____________________________________________________________________________

Bills Verification and Counterfeit Detection Seminar

9th day of September 2006

SECURITY BANK

Career Placement and Workshop

8th day of March 2003
The Colleges of the Republic 
IT SKILLS
______________________________________________________________________

Windows & Office Tools

· MS Word, Excel, Power Point, Outlook, 
Advanced
LANGUAGE
______________________________________________________________________

· English

Fluent
· Tagalog

Fluent

