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( CV Summary

Five year working experienced capable of performing variety of accounting duties from analyzing, recording,verifying and reconciling data to preparation of statements for reporting to management and annual audit. Possess advanced knowledge in MS Word and Excel, analytical and detail-oriented and competitive in working with the team. Acquired strong verbal communication skills, fast learner, enhanced patience and endurance, and handle pressures.
( Work Background

BOOKKEEPER




             
Feb 2016 - Oct 2016
RURAL BANK OF CAUAYAN ISABELA,  INC.
Corporate Office District 1, Cauayan City, Isabela, Philippines
Duties and Responsibilities:

· Attends members inquiries and/or requirements of products and services of the bank

· Maintains and updates  of accounts and check register
· Maintains accounting records to clear and concise form

· Ensuring all pertinent documents are attached to all request for payments and vouchers

· Prepares Bank Statements and certifications to clients
· Posts all entries to accounting system accurately and efficiently

· Checked and verified accounting documents and records
· Prepares and ensures accuracy and reliability of daily, monthly, quarterly and annual report
· Makes schedule for the payroll, Accounts Receivables, Accounts Payables, and Property Plant and Equipment
ACCOUNTING SYSTEMS OFFICER




Feb 2012 – Oct 2015
NATIONAL CONFEDERATION OF COOPERATIVES ( NATCCO)
Project 4, 1109 Quezon City, Manila, Philippines

Duties and Responsibilities:

· Accounting System Software demonstration to prospect clients
· Initial system scoping and system data requirements gathering to clients
· Study, analyze and review accounting policies, procedures and source documents used by clients
· Set-up and installation of accounting software in computers by following procedures properly and accurately
· Migrate data via website by following stricly the uploading format / requirement of accounting system 
· Reconciles all accounts with Subsidiary Ledgers versus General Ledger accounts, Profiles and Other accounts 

· Assists bookkeepers and accountants in recording and adjusting entries and preparing Financial Statements for reporting to management and audit
· Monitoring parallel-run and live transactions of banks for the consistency of flow of transactions
· Prepared documentation, e.i flowchart, for system related procedures

· Checked and resolved network, hardware and other software related issues with the technical assistance of programmers and network unit staffs

· Escalated and documented system error to programmers to provide solutions for identified issues given by clients like procedural errors, network issues to server and database errors
· Test the correcting script given by programmers to the database before deployment.

· Prepare accomplishment reports for every projects assigned and resolved issues in detailed forms
ACCOUNTING ASSISTANT




    July 2011 - Jan 2012
GLOBALLAND PROPERTY MANAGEMENT INC.
Edsa Corner Shaw, Starmall, Mandaluyong City,Manila, Philippines

Duties and Responsibilities:

· Posting of sales transactions and cash collections accurately in ledgers 

· Prepares schedule of Accounts Receivable and Cash Collections
· Reconciles Susidiary ledgers of Accounts Receivables versus Cash collections
· Bookkeeper of Petty Cash Replenishment
· Recording purchased unused office supplies and monthly adjusting for used
· Receiver of incoming calls of clients for queries of products and services offer by the company
( Additional Knowledge and Skills 


· Knows how to prepare Financial Records and Statements

· Knows how to review and adjust accounting entries

· Proficient in MS-Word, MS-Excel and Internet Applications

· Self-sufficient and independent in handling individual tasks

· Competent in working with groups / teams and can handle pressure
( Trainings and Seminars Attended


· "Cooperative Standards”

March 25-26 2013

Gaite hall, NATCCO Building, #227 J.P. Rizal St., Project 4, Quezon City, Philippines
· "Project Management"

April 19, 2013

Gaite hall, NATCCO Building, #227 J.P. Rizal St., Project 4, Quezon City, Philippines

· "Gender Sensitiivity Training"

October 18, 2013

Gaite hall, NATCCO Building, #227 J.P. Rizal St., Project 4, Quezon City, Philippines
· "Project Management"

April 24, 2014

Gaite hall, NATCCO Building, #227 J.P. Rizal St., Project 4, Quezon City, Philippines
( Educational Attainment


Nov 2007 -  Apr 2011
Bachelor of Science in Accountancy



Our Lady of the Pillar College-Cauayan City 

Isabela, Philippines
May 2007 - Nov 2007
 
Caregiver




            Family Care





            Cauayan City, Isabela, Philippines
   

Jun 2005 - Oct 2006  
Bachelor of Science in Accountancy


     

Saint Louis University



     


Magsaysay, Baguio City, Philippines
Jun 2001 - Apr 2005
  
Reina Mercedes Vocational and Industrial School                              



    
Tallungan, Reina Mercedes, Isabela, Philippines
Jun 1997 - Mar 2001   
Dangan Elementary School

Dangan, Reina Mercedes, Isabela, Philippines
 

     

