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Precilla
Precilla.342210@2freemail.com 

	Objectice
	To be part of a challenging and result-oriented company where my experience in the field of my expertise could be channeled and further enhanced and help in reaching goals of such organization.

	Professional Profile
	Comprehensive experience and background in accounting environment.  Knowledge in computer such as Microsoft Excel, Word and Powerpoint.  Dedicated, dynamic, resourceful, systematic and with patience in work. Ability to manage multiple tasks with minimal supervision.

	Experience
	Senior Acctg. Asst.                                                          2013 - 2017
Dames International Corp.                                        Mandaluyong City

· Prepares cash position needed for payroll transactions.
· Checks all disbursement vouchers of payroll and other expenses.

· Communicates directly to clients for billing concerns as well as salary concerns of field personnel.

· Prepares payment and salary deposit thru online banking and preparing checks.
· Prepares and maintain a monthly schedule for regular payments.  Ensures all payments are made on due date.
· Verify bank deposits and bank payments and reconcile with bank records and statements.
· Issue weekly reports of Account Receivables and Collections (issued billing and actual collection).

· Handles petty cash fund (for transportation and other expenses of staff).

· Ensures accurate posting of payroll adjustments on payroll system.
· Prepares debit memo for billing and payroll adjustments.

· Assists and supports the internal and external auditors.

· Prepares payroll of internal and external employees.
· Assists in the preliminary screening of applicants to be hired.
· Helps in the deployment of applicants to different clients.
Receptionist/Admin Assistant
2012–2013


Discovery Suites                                                                        Pasig City       

· Establishes and maintains good customer rapport through efficient and excellent customer service.
· Directs visitors by maintaining employee and department directories.

· Attends to customer inquiries and properly addressed complaints.

· Responsible in taking memos and maintaining files, in-charge in sending and receiving correspondence.
· Maintains security by following procedures, monitoring logbook, issuing visitor badges.

· Maintains telecommunication system by following manufacturer’s instructions for house phone and console operation.

· Responsible for answering all incoming and outgoing calls of the company.
Accounting and Payroll Assistant
2004–2012


Guaranteed Marketing Services, Inc.
Mandaluyong City

· Process timesheets into system.
· Prepares salary of field personnel nationwide through check and online deposit.
· Handles any payroll issues and assure the employee the problem had been resolved. 

· Responsible in applying all ATM cards of merchandisers nationwide for payroll purposes.

· Communicates directly to company clients and accounting personnel regarding rates and cost estimates.

· Communicates directly to bank personnel regarding company’s bank account particularly payroll concern.

· Generates reports through excel and through the system.
· Handles the preparation of check disbursement vouchers of employees.
· Prepares billing invoice and follow-up payments from clients.
· Handles salary and wages, prepares deductions for advances, meal
allowances,  transportation expenses, and computes overtime pay.
· Conducts inventory counts at the end of the year.

· Conducts audit in sub-offices (located in other areas) twice a year.

· Helps in preparing financial reports/statements (trial balance, profit and loss, balance sheet)



	
	

	
	Administrative Assistant/Acctg. Clerk 
2000–2002

WebFactorial Corporation
Makati City

ADMINISTRATIVE SUPPORT:
· Performs administrative and secretarial support functions for the CEO and VP/Finance Manager.

· Assigned to handle company permits, registration and taxes as well as employees’ government contributions.

· Communicates directly to bank personnel regarding company’s bank accounts.

· Provides telephone support particularly calls coming from business partners’ local and international.

· Participates in staff hiring, training and scheduling, and supervised part-time and full-time staff and trainees.

ACCOUNTING SUPPORT:

·  Responsible in the computation of employees’ salaries and overtime pay.

· Assigned to transact directly to bank personnel regarding employee’s salaries and wages.

· Performed accounting functions such as recording of day-to-day transactions in the Purchase Journal, Sales Journal, Cash Receipts Journal, Disbursements Journal, A/P and A/R Journals.

· Provides Cash Outflow Statement for the VP/Finance Manager monthly.

	Personal Data and Education 
	Birthdate     :   January 16, 1974

Civil Status :   Single
Citizenship  :   Filipino

Passport#   :   P0582601A

Visa (Tourist) Valid until:  April 20, 2017
Education   :   Bachelor of Science in Accountancy
                       University of Pangasinan

                       Dagupan City Philippines   

	Other Capabilities
	Computer Literate (MS Word, MS Excel), good in oral and written communication.

	Interests
	Badminton, volleyball, and charity works


I hereby certify that the above information is true and correct to the best of my knowledge.

___________________

PRECILLA
Applicant

