[image: image1.png]



JASMIN 

Email Address:  jasmin.332572@2freemail.com 
JOB OBJECTIVES

Seeking to acquire administrative, accounting, and auditor position that bestow extensive experience, active environment, and strong organizational skills.

SUMMARY OF QUALIFICATIONS

· Excellent organizational, time management skills, detail-oriented and effective multitasking capabilities to meet tight deadlines

· Exceptional team player, thrives on new challenges, dependable, willingness to learn and self-motivated with commitment to confidentiality

· Strong analytical and problem solving skills and can work under pressure

· Highly adaptable, mobile, positive, resilient, patient risk taker who is open to new ideas.

· Personable professional whose strengths include sensitivity and ability to build rapport with a diverse workforce in multicultural settings
· Good communication and interpersonal skills with high ability to deal with diverse clientele and staff 
· Technical Skills: Proficient with Microsoft Word, PowerPoint, Excel, SAP and JDA software



WORK EXPERIENCE
Robinsons Retail Holdings Incorporated, May 2015 – December 2016
Manila, Philippines
ACCOUNTING STAFF
· Working with spreadsheets, sales and purchase ledgers and journals.

· Preparing statutory accounts.

· Calculating and checking to make sure payments, amounts and records are correct.

· Sorting out incoming and outgoing daily post and answering any queries. 
· Controlling credit and chasing debt. 

· Reconciling finance accounts and direct debits. 
· Responsible for improving processes of posting daily sales entries and month end closings
· Maintaining conversion tables and other mapping processes for posting daily sales entries and month end closings.
· Preparing various monthly reports for record keeping and general ledger purposes.
· Identifying cashier process issues and provides feedback on cashier and customer service training. Such jobs require working closely with the retail training departments to create and administer training, and also developing systems to utilize daily register totals to ensure cash registers are reconciled.

EDUCATIONAL BACKGROUND
June 2011 – April 2015
PHILIPPINE SCHOOL OF BUSINESS ADMINISTRATION


ta., Manilasin AccountancyienceMINISTRATION



















































































Aurora Boulevard, Quezon City



Bachelor of Science in Accountancy

PERSONAL INFORMATION
Birthday:  


December 23, 1994
Birthplace:  


Antipolo City, Philippines
Age:



22 yrs. old

Citizenship:  


Filipino

Civil Status:  


Single

Religion:      


Catholic

Visa Status:


Visit Visa


