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              CHERRY                                         
              Email cherry.347754@2freemail.com 

PASTOR                                                                
To be able to perform work function where abilities, skills, education and experience will be valuable application in a prestigious company.

· More than 6 years in working in accounting field.

· Experienced in processing payment and releasing check.

· Handling Petty cash and making payroll.
· Experienced in managing accounting documents and files.

· Capable for problem solving.

· Able to work with under pressure.
· Attention to detail and accurancy.



Bachelor of Science and Business Administration
Major in Marketing

Dr. Filemon C. Aguilar Memorial College

 April 2006

EDUCATIONAL BACKGROUND

Bright Future

Computer Training

Basic Quickbooks


Accounting Assistant

Hygienic City Cleaning Services LLC
Unit 303 Al Ghurair Bldg. Kuwait St.

Dubai U.A.E
December 17, 2016 up to Present
· Preparing Invoices
· Handling Petty cash Transaction
· Ensuring all payments amounts and records are accurate
· Preparing Financial Report.
· Cash Allocation, and Handling and writing check
· Receiving and processing all invoices, expense forms and request for payment
· Provide administrative support to accountants undertaking clerical task such as typing, filing making phone calls.
· Handling mail and basic bookkeeping
· Calculates and checking to make sure payments, amount and record are correct.
 Audit Assistant
 UNITOP GENERAL MERCHANDISE, INC. 
 May 24, 2011 – November 21, 2015

· Checking of accounts payable to suppliers which includes, rechecking of computation,

vouchers, attachments, adjustments and additional payment made to suppliers.

· Review vouchers payable/ expenses transaction from time to time.

· Build “results producing” relationships with other Accounting colleagues.

· Develop awareness and acceptance among those being audited.

· In charge for release/releasing of checks (Weekly).
· Monitoring checks disbursement for suppliers.
· Monitoring and auditing payroll and wages deduction preparation to all employees.
· Accommodating and entertaining numerous problematic accounts and follow ups from supplies

· Making payroll and monitoring Expenses.
 Customer Associates/Cashier
 LBC EXPRESS. INC,
 February 26, 2010- April 30, 2010
· Encoding payment and performs cashiering function.
· Responsible in rendering fast, accurate and excellent services.

· Balancing sales earned for the day.

· Does other duties that may be assigned from time to time.
  OFFICE SECRETARY

  SELF GARMENTS TRADING CO.
   November 21, 2008-July 15, 2009
· Responsible for cash and check preparation upon request.
· Prepares schedule of payables.

· Preparing billing expenses for the operational function.
· Maintain efficient filling system for all incoming and outgoing correspondence.

· Prepares bank statement everyday
· Responsible for updating client payment profile.

· Responsible in monitoring company’s office supplies.
Cashier
February 28, 2008- August 28, 2008
SM HYPERMARKET MOLINO

· Performs cashiering function.

· Responsible in rendering fast, accurate and excellent services.

· Ensuring optimum satisfaction by being courteous at all times.

· Manages petty cash / revolving fund.
 Seminars Attended:

· SMART ENTREPRENEURIAL PROGRAM(Smart Sep) 2005
ON THE JOB TRAINING
 Social Security System
 April – May 2005


Date of Birth:      17th April 1982
Place of Birth           Philippines

Civil Status :            Single

Languages:             English and Filipino


· Responsible and Organized

· Adaptable and dependable for every task that assigned.
· Willing to work beyond normal working/shifting schedule

· Possesses excellent interpersonal skills

· Computer – literate

· Basic Knowlegble in Quickbooks




Skills







Proficiency

· MS Word




Advanced

· MS Excel




Advanced

· MS PowerPoint




Intermediate

· Microsoft Access




Intermediate.
· Quickbooks                                                                   Intermediate
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