JOB APPLICATION  LETTER

Dear Sir,
It would be a pleasure to meet you so that I might demonstrate how my abilities fit your needs precisely.

As you will see from the enclosed resume, I am proficient in a variety of computer software programs.    I am experienced in general accounting, office duties and customer service related with etiquette.

What my resume does not reveal is my professional demeanor and appearance. In a business environment, these qualities are the utmost importance in dealing with clients as well as co-workers. In me, you will discover a reliable, detail-oriented, and extremely hard-working associate- one who will serve as a model to encourage other staff members to demonstrate the same high standard of professionalism.

I would appreciate if you could give me a call to further discuss my CV.
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MOISES
 MOISES.348468@2freemail.com 
 

CAREER OBJECTIVE

To obtain a full time position in your respective company, that offers a professional working environment and enables me to use my knowledge and skills in the field of accounting and customer service.
WORK EXPERIENCE
Accounting Staff 





Oct. 3, 2013 – Jul. 28, 2016
Document Controller 





Oct. 3, 2012 – Oct. 2, 2013

M&B Maligaya Construction Builders, Philippines

Duties and Responsibilities

· Prepares Financial Statement for monthly reports.

· Prepares Vouchers for collection and expenses.

· Computes monthly Value-added Tax Report.

· Prepares Disbursements for monthly report.

· Create and modify documents using Microsoft Office.

· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing.

· Maintain hard copy and filing system.

· Coordinate and maintain records for staff.

· Setup and coordinate meetings and conferences.

· Provides office orientation for new employees.

· Setup accommodation and entertainment arrangements for company visitors.
· Generate the various document control reports as required.

· Typing of site documents and follow up of all the site needs.

· Coordinate all activities related to Document control procedure, including technical documents, drawings, and commercial correspondence.

· Input document data into the standard registers ensuring that the information is accurate and up to date.

· Maintain updated records of all approved documents and drawings and their distribution clearly.

· Maintain the files and control logs as required by the project.

· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable.

Retail Sales Clerk





 May 2005 – May 2008
BENCH Philippines SM Lipa City
Duties and Responsibilities

· Ensuring high levels of customer satisfaction through excellent sales service.
· Greet customers when they arrive at the store and ask if they need assistance.
· Process sales transactions at the POS (point of sale) counter.
· Suggest upsell items to customers based on the items they have chosen.
· Execute special orders for items that are not in stock or that we do not carry.
· Call other stores when necessary to find items in stock.
· Replace merchandise on the shelves, paying special attention to ends caps.
· Arrange special sale and clearance items at the front of the store for maximum visibility.
· Build rapport with customers and provide them with genuine guidance and support.
· Train new sales as needed by management.
EDUCATION
Bachelor of Science in Accountancy, Tanauan Institute, Philippines l 2008 -2012
Industrial Engineering, Batangas State University, Philippines l undergraduate 2005- 2008
ADDITIONAL CAPABILITIES:
· Proficient in Microsoft Office Applications (MS Word and Excel)

· Knowledgeable in making Financial Statement
· Excellent in oral and written communication skills
· Highly motivated and determined

· Highly responsive to time constraints and willing to invest personal time to achieve goals

· Problem analysis, use of judgment and ability to solve problems.

· Success Oriented and Natural Leader
· Intelligence and Self Confidence
PERSONAL DETAILS:
Nationality: 
Filipino
Date of Birth: 
February 12, 1988

Language:
English, Tagalog

Civil Status:
Married

Age:

28 yrs. Old
Visa Status:
Tourist Visa
REFERENCES: Available upon request

