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Career Objectives:
To be a member of a dynamic and reputable institution where I can apply and hone my technical and analytical skills in my field of specialization, and professionally dedicate growth and excellence to the company.
Qualifications:

· Adaptable and team oriented to any type of working environment

· Capable of working under time pressure and with minimum supervision

· Hardworking, dedicated and flexible

· Proficient in English and Filipino

· Enthusiastic to learn and open to new ideas

· Familiar in Microsoft Office, basic Tally and basic SAP
Personal Information:

Gender


: Female

Date of Birth

: September 26, 1993


Place of Birth

: Batangas – Philippines


Civil Status

: Single

Citizenship

: Filipino

Language Spoken 
: English and Filipino


Visa Status

: Tourist Visa

.

Educational Background:

Bachelor of Science in Accounting Management


Batangas State University


June 2012 –  April 2014





Rizal Ave., Batangas City, Philippines

Bachelor of Science in Accountancy



Batangas State University


June 2010 –  April 2012





Rizal Ave., Batangas City, Philippines

Professional Experience:
EVB BOOKKEEPING OFFICE
Kumintang Ibaba Batangas City, Philippines

June 2014 – August 2016

Position: Finance Analyst; Auditor; Bookkeeper
Job Description:
· Analyze and make a report to improve finance system for a relevant information.

· Make an audit and strategy regarding on sales and expenses of the company.

· Prepare accounting statement like financial statement, cash flow, income statement, comprehensive income.
· Responsible to meet with clients to discuss their financial matters like tax liabilities.

· Type accurately, prepares and maintains accounting documents and records.

· Prepare books of account.

· Liable for recording and compiling company files and important documents.

· Preparing Bank Reconciliation report

JG Summit Petrochemichal Plant

Simlong Batangas City, Philippines

October 2013 – April 2014

Position: On the Job Trainee

· Prepare an abnormality report regarding on a production.
· Prepare a quality and quantity report of a production.

· Serve as assistant on making a production plan.

· Make a monthly inventory report of all the materials needed on the production.

· Accountable on answering phone calls and administrative task.
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