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Position: 

Tax Assistant
Duration:

July 04, 2016 – January 06, 2017

Company:

World Citi Group of Companies 

Company Industry:
Medical Hospital with other Affiliates
Address:


960 Aurora Blvd. Cubao Quezon City Philippines
Department:

Finance Department 
Duties and Responsibilities:

· Assist and support Accounting Manager and Tax Specialist in handling taxation matters.
· Answer to customer questions about tax issues.

· Respond to customer inquiries about their tax problems.

· Prepare, organize and handle all tax documents, reports and statements.

· Ensure compliance with company rules, policies and regulations.

· Manage and update the tax database.

· Perform several clerical and secretarial duties such as encoding, printing and photocopying documents and reports, and serves as point person when the Accounting Manager and Tax Specialist is not around. 

· Perform other required tasks. 

______________________________________________________________________________________
Position : 

Administrative Staff


Duration :

June 15, 2015 – July 12, 2016

Company :

Peso Resources Development Corporation (Agency) 




Outsourced by National Power Corporation  

Company Industry :
Manpower Outsourcing  
Address :

BIR Road Diliman Avenue Quezon City Philippines
Department :

Administration Department  

Duties and Responsibilities:

· Update on the payment of employess benefits

· Holiday pay, payment of service incentive leave,

· Tax refund, 13th month pay (balances)

· Maternity benefits/Paternity benefits, Overtime Pay
· Wage Adjustments
· Submission of reports and/or information affecting employees and other instances relative and in accordance with the contract.
· Manpower deployment and replacement of personnel(Skilled/Janitorial)
· Consolidate manpower purchase requisitions for Skilled and Janitorial services due for bidding.

· Performance monitoring of employees and erring employees

· Lease Contracts
· Prepare debit memo to ensure prompt payment of Lessee

· Coordinate with cashier and Lessee for payments made and overdue accounts.
· Processing of billings/payment to Contractor

· On-time billings

· Certified obligation
· Other issues/concern

______________________________________________________________________________________
Position : 

Administrative Staff


Duration :

November 2013 – March 31, 2015

Company :

Primer Group of Companies  

Company Industry :
Retail and Distribution of Premium Consumer Brands

Address :

2282 Leon Guinto St., Malate, Manila, 1004 Metro Manila Philippines
Department :

Administration Department  

Duties and Responsibilities:

· Process flight and hotel bookings, complete process from reservations to tracking of payments.

· Perform works related to travel requirements of Primer employees, to include coordination with service provider on Visa processing, collating and transmittal of document requirements of the travelling employee.

· Monitor payment for confirmed/served flight and accommodation bookings. Provides updates to supervisor on compliance to payments terms.

· Coordinates with Finance in case payments for services provided/served by vendors are not released according to schedule.

· Submits monthly report to supervisor on SBU/P expenses related to flight and hotel bookings and other tasks that may be assigned by the supervisor.

· Identify and invite service providers for hotel accommodation in areas of operation of the company. Recommends the accreditation of qualified vendors. Conducts regular review of service performance.

· Procurement of all Non­trade items of Primer affiliates like PPSI, KSC & ANPI.

· Monitor all cash advances and liquidation of Administrative and Purchasing Department. 

· Performs other administrative tasks as may be assigned by the supervisor.
______________________________________________________________________________________
Position : 

Accounts Payable Officer 
Duration :

July 2008 – October 2013
Company :

Active Group of Companies 
Company Industry :
Real Estate Industry 

Address :

135 Sen. Gil Puyat Avenue, Salcedo Village, Philippines   

Department :

Accounting Department  

Duties and Responsibilities:
· Accounts payable management.
· Payroll processing.

· Credit Card payments processing.

· Negotiation with suppliers regarding payment schedules and mode of payment efficient with company cash flow situation

· Making settlement with branches related to shared expenses of employees and others.
Position : 

Accounting Clerk


Duration :

October 09, 2007 – June 2008

Company :

Structures Contractor’s Inc.
Company Industry :
General Contractor 
Address :

Caly Building, Proj. 4 Cor. Aurora Blvd. Cubao, Q. C.   

Department :

Accounting Department  

Duties and Responsibilities:

· Prepared management reports concerning purchases, sales and inventory.
· Bank reconciliation

· Bookkeeping

· General ledger entries for accrued, prepaid transaction and assets.

· Generated monthly closed of financial statement.
· Assists to free-up tasks of the Senior Head Accountant.
______________________________________________________________________________________
Position : 

Financial Analyst

Duration :

December 16, 2004 – July 01, 2005

Company :

Decision Support System Inc.

Company Industry :
Accounting Services 

Address :

197-B EDSA, Mandaluyong City Philippines

Department :

Accounting Department  

Duties and Responsibilities:

· Handles financial statements of clients.
· Prepare monthly financial reports. Accounts closing and finalization.

· Review detailed analysis of fixed assets general ledger accounts, and forecast depreciation expenditure on a monthly basis. 
· Monthly job analysis of Financial Statements.


Date


Topic / Course Title 

May 3, 2013
Granted the Certificate of Proficiency in the 80 Hour Advanced English Proficiency Training 2013 under Business Processing Association of the Philippines (BPA/P) & Coordinating Council of Private Educational Associations (COCOPEA)

October 2010
Completed the training course in SAP Business One under SAP Professional Services & FastTrack Solutions Inc. at FEU Diliman 




Highest Education 
Education Level : 

Bachelor’s Degree
Education Field : 

Accountancy

Course : 

Bachelor of Science in Accountancy

School/University : 
Far Eastern University 

Address : 

Mapayapa Village Sampaguita Avenue Diliman Quezon City Philippines 


· Proficient in Microsoft Application Programs. (Word, Excel, PowerPoint and Adobe Acrobat)     
· Good in English written and verbal communication skills.
· Ability to adapt to changing priorities, workload and tasks and can work well under pressure with minimum supervision, fast learner and willing to be trained for a new assignment.
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