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BEVY REGINE
Bevyregine.334051@2freemail.com 

___________________________________________________________________________________________________________________________

CAREER OBJECTIVE:


To obtain a position where I will be able  to contribute my skill, knowledge and experience to a company that will give me an opportunity  to develop my career.

________________________________________________________________________________________________________________________________________
PERSONAL SKILLS:
· Reliable, punctual, professional and competent
· Good numerical & literacy skills and can work accurately within deadlines.
· Intermediate communication skill and able to communicate with customers & suppliers.
· Pro-active and able to multi-task.
· Able to adapt to new procedure quickly.
· Trustworthy & Fast leaner

____________________________________________________________________________________________________________________________________

KNOWLEGE OF:
· MS Word & Excel
· Point of Sale (POS) System           
· Payroll



· Processing invoices
· Allocating receipts
· Inventory
· Account Payables & Receivables

· Sales & Expenses reporting
· Taxes reporting
____________________________________________________________________________________________________________________________________

WORK EXPERIENCE:

ACCOUNTING STAFF/ASSISTANT

Creative Science Exhibit, Inc. - Manila, Philippines – 2014-2016


Responsibility:

· Maintain the petty cash fund and records all the transaction.
· Records Cash Receipt, disbursement and make bank deposit.
· Arrange for money to be delivered to bank file and tally deposits

· Input type vouchers, invoices, checks, account statement, report and other records.
· Process bills for payment, record charges and refunds
· Process PO, PR and all materials request
· Compile and sort invoices and checks

· Match invoices to work orders and match payment to invoices
· Scheduling company's monthly payables
· Process payroll in timely manner
· Provide information to the external accountant who creates the company's financial statement

· Assemble information for external auditors for the annual audit

· Manage Ticketing, Issue invoices to customers
· Ticket/Merchandise weekly/monthly Inventories reporting

· Daily/Monthly Sales and Expenses Reporting
· Securing all accounting files

ACCOUNTING PERSONNEL/BOOKKEEPER


Seri Fantasy World, Inc. - Manila, Philippines – 2012-2014

Responsibility:

· Handling all accounting books reporting
· Checked figures, postings and documents for correct entry & mathematical accuracy.

· Collect sales taxes from customers and remit to the government.
· Ensure that receivables are collected promptly.
· Record cash receipt, disbursement and make bank deposit.
· Conduct a monthly reconciliation of every bank account.
· Process payroll in timely manner.
· Process employee's benefits.
· Checking all cashier's report.
· Perform general office duties such as filing, answering telephones, and handling other administrative concerns.

CASHIER

Seri Fantasy World, Inc. - Manila, Philippines – 2010-2012

Responsibility:
· Greet customers in friendly manner
· Attending customers inquiries
· Securing cash, check and cards payment transaction

· Ticketing
· Issue receipts, refunds, change
· Daily ticket and merchandise inventories
· Making  X ,Y and Z POS reading every end of the day
· Submitting Daily Sales Report

_____________________________________________________________________________________________________________________________
EDUCATIONAL ATTAINMENT:

Technological Institute of the Philippines


Manila, Philippines


Financial Management in Accounting (FMA)


2007-2009


Undergraduate

_____________________________________________________________________________________________________________________________
PERSONAL INFORMATION:


Age: 

28 yrs. old

Nationality:
Filipino

Visa:

Visit Visa


Visa Expiry:
February 18, 2017
_____________________________________________________________________________________________________________________________

REFERENCE:
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