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 DEBRA 
DEBRA.346584@2freemail.com 

OBJECTIVE:


To be able to work in a reputable company in which I would be able to enhance my skills and mold my personality.

Work Experience:
Position

: Accounting Staff

Company

: Philippine Vending Corporation

Address

: Mandaue City, Cebu Philippines

Date


: January 24, 2011-January 25, 2017
Responsibilities:
· Monitor stock all over branches

· Act and responsible to inventory stocks

· Monitor deposit and actual collections

· Submit balance sheet, trial balance and bank reconciliation

· Make sure all in transit stock being delivered to branches

· Received stock through our system (SAP)

· Confirm delivered through emails

· Trace and reconcile variants

Position

: Administration cum Accounting Staff


Company

: Inter-Active Marketing System


Address

: Mandaue City, Cebu Philippines

Date


: September 2005-2007

Responsibilities:
· Answer and direct phone calls

· Organize and schedule appointments

· Plan meetings and take detailed minutes

· Write and distribute email, correspondence memos, letters, faxes and forms

· Assist in the preparation of regularly scheduled reports

· Develop and maintain a filing system

· Update and maintain office policies and procedures

· Order office supplies and research new deals and suppliers

· Maintain contact lists

· Book travel arrangements

· Submit and reconcile expense reports

· Provide general support to visitors

· Act as the point of contact for internal and external clients

· Handle petty cash
Skills:


Microsoft Applications – Word, Excel & Powerpoint


Fluent English – Spoken & Written 
Affiliation/Membership:

Juniour Management Society-Member (USJ-R Chapter, 2004-2005)

Seminar Attended:


Title

: Management: Thriving in the Midst of Modern Challenges


Venue

: USJ-R Center of Performing Arts


Date

: February 14, 2004


Title

: Nestle: Good Warehousing Practice

Venue

: Inter-Active Office


Date

: July 2007


Title

: Future Office Professionals: Bridging Knowledge and Tech.


Venue

: USJ-R Center of Performing Arts


Date

: February 7, 2007

Educational Background:

· University


Course

: Bachelor of Science in Commerce major in Management

School


: University of San Jose-Recoletos

Graduated

: March 2005
· Secondary:

School


: Mandaue City Comprehensive National High School

Graduated

: March 2001

· Primary

School


: Maguikay Elementary School

Graduated

: March 1997

Personal Profile:

Age


: 32 years old

Date of Birth

: September 2, 1984

Sex


: Female

Status


: Single

Religion

: Roman Catholic

Height


: 5’0”

Weight

: 105 lbs.

Nationality

: Filipino

Province Address
: Cadaruhan, Borbon, Cebu, Philippines
Visa


: Tourist Visa
