[image: image1.jpg]



DIOSCORO 
DIOSCORO.324850@2freemail.com 

Objective 
An enterprising, articulate individual with a professional experience and a desire to be involved in an organization wherein I can make full use of my knowledge, skills and abilities, with the strong will to learn and discover more things, therefore realizing not only my personal purpose but the company’s as well. 
Professional Experience

Rural Bank of San Antonio (Quezon), INC., Quezon, Philippines

Cashier, January 2011 to November 2016
· General supervision of cash and overall custodian of vault.

· Transfer of cash to the teller before opening or banking hours.

· Receive cash with physical count based on teller’s blotter on teller’s report after closing all the transactions for the day.

· In-charge of loan documentations and loans releases.

· Custodian of credit files, original titles, REM, CHMO and other important documents pertaining to loans.

· Responsible for loan disbursement by preparing the disclosure, voucher and cashier’s check.
· Prepare documents for loan renewal.

· Prepares checks deposits & withdrawal to depository bank.

· Responsible for the opening of new accounts as well as for the closing of accounts.

· Monitor the savings dormant account and responsible for the activation.

· Monitor accountable forms under the dual control of cashier & bookkeeper and it should be counted on a monthly basis.
· In-charge for safekeeping of withdrawal slips, deposit slips, CC, Voucher and Official Receipt.

· Prepares all tickets involving cash.

· Responsible for all branch operations in the absence of the Branch Head/Manager.

· As a second highest position in the branch, cashier is authorized for the supervision of teller and bookkeeper.

Accountant / Bookkeeper, May 2002 to December 2010
· Perform full charge bookkeeping and account management through financial statements.

· Prepare documentations for year-end audit to be submitted to the auditor.

· Expertise includes:


Accounts Receivable


Accounts Payable


Bank Reconciliation

General Ledger


Inventory Control


Financial Account Analysis

BF Casim Constructions Supply, Makati City, Philippines
Cashier,  June 1995 to May 1997









· Receive payment by cash, check, vouchers, or automatic debits.

· Issue receipts, refunds, credits, or change due to customers.

· Calculate total payments received during a time period, and reconcile this with total sales.
· Keep periodic balance sheets of amounts and numbers of transactions.
· Process merchandise returns and exchanges.

· Pay company bills by cash, vouchers, or checks.
· Compile and maintain non-monetary reports and records.
Education

Lipa City Colleges, Lipa City Batangas, Philippines

Bachelor of Science in Accountancy, March 2001

University of the Philippines, Los Baños Laguna, Philippines

Forest Ranger Certificate, October 1994

Casiño Review Center, Manila, Philippines

CPA Review, June 2001 thru October 2001

Padre Vicente Garcia Memorial Academy

Rosario, Batangas, Philippines

Secondary Education, March 1992
Quilo-Quilo Elementary School

Padre Garcia, Batangas, Philippines

Elementary Education, March 1988

Awards and Recognitions Received
· Best Cashier - Rural Bank of San Antonio (Quezon), INC.
Awarded best cashier for the years 2014 and 2015
Conferences and Seminars Attended

· Basic Rural Banking Course

Bangko Sentral ng Pilipinas


July 5-16, 2004

· Internal Auditing


De La Salle Lipa


Lipa City, Batangas


December 2001

· Environmental Accounting


Morong, Rizal


July 2001

· Basic Cooperative Bookkeeping


Rosario East Central School


Rosario, Batangas


January 2000

Language and Skills
Fluent in verbal and written English, proficient skills in Microsoft Office (Word, Excel and PowerPoint), MBXZ banking software.
Personal Information

Date of Birth

: 
08 November 1974


Place of Birth

:
Padre Garcia, Batangas, Philippines


Citizenship

: 
Filipino


Gender

: 
Female


Civil Status

: 
Single



