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JOANN      

Email: joann.348935@2freemail.com 
Objective:
To obtain employment in a highly prestigious and dynamic company where I would be able to further enhance my skills and capabilities thereby ensuring personal career growth and advancement for myself as well as in valuable contribution to the progress of the company.
Professional Skills:
· Strong verbal and personal communication skills.
· Accuracy and attention to details.
· Self-motivated, initiative, high level of energy.

· Tolerant, and flexible to different situations.
· Adaptability and ability to work under pressure.
· Excellent ability to adapt to changing work environments.
· Key sales and marketing skills.

· Strong organizational and time management skills.

· Think strategically and analytically, multitasks and prioritizes
Work Experience
Medical Sales Representative



         from  August 2012-August 15, 2016
  in Nutripharm, Inc. Lapu –Lapu City, Cebu, Philippines
 Role Description / Job duties :
· Engaged in the selling and marketing of pharmaceutical drugs;
· Promotes sale of pharmaceutical drugs and services to doctors.
· Managing budgets (for catering, outside speakers, conferences, hospitality
· Planning work schedules and weekly and monthly timetables. 
· Regularly attending company meetings
· Do monthly inventory sales and collection
Local Revenue Collection Officer 1

       

   from  June 30, 2008- June 30, 2012
  in Municipal Treasurer’s Office, Manay, Davao Oriental, Philippines
  Role Description / Job duties :
· Collection of Payments and monitor collections of all customer transactions.

· Manage and handle/ cheque transaction /issues receipt and received payment whatever taxes due to the government.

· Update all payments accurate and encoded in both cards and data base.

· Provides continues follow up to the clients for their due payments and collection of payments.

· Make and arranges collection schedule.

· Prepares daily, weekly, and monthly collection of report.

· Make calls and sending letters.

· Remittance of Collection Daily.

· File up all forms of correspondence to the client for monitoring purposes.

Accounting Assistant  





 from  
June 30, 2004 – June 30, 2008                              
in Municipal Accounting Office, Manay, Davao Oriental, Philippines
Role Description / Job duties :
· Process payments and documents such as invoices, journal vouchers, employee reimbursements and statements.
· Verifies item billed against items ordered and received and reconciles differences through follow up with the vendor and / or other employee.
· Post financial data to appropriate accounts in an automated accounting system, according to instruction.
· Disburses funds using manual/local warrants or petty cash and make change according to specific transaction.
· Endorses warrants or money orders, prepares account deposit slip, and deposit money as directed.
              Inventories office supplies and equipment, prepare and submit order for purchase.
Administrative Clerk




                          from  June 1999- June 2004
in Municipal Assessor’s Office, Davao Oriental, Philippines
Role Description:  
· Organized and maintain a filing of vouchers, request, reimbursement and liquidation, seminars, memorandum, circulars and other important communication letters  for  references or tracking purposes
· In charge of the office equipment and supplies, including keeping inventory of office supplies and ensuring that office machines are kept in working order
· Posting of revision of real property tax assessment in the card and data base
· Responsible for communicating with clients, staff member on behalf the office
· Greet customers, answers the phone, take messages and set up meetings

Trainings & Seminars






   
· Seminar Workshop on the Preparation of Plans and Programs and Unit Performance Evaluation.
· Refresher course on the Preparation of the Statement of Receipts and Expenditures.
· BLGF XI-REGATA XI, Inc. Regional Conference of Provincial/City/Municipal Treasurers and Assessors of Region XI. Joint BLGF-RGATA, 2nd Regional Conference.
· Customer Care and Personal Enhancement Seminar in line with the Presentation of Business Processing and Licensing Services and Investment Promotion
Education
Bachelor of Science and Accountancy                                                           1991-1994
University of Mindanao - Bolton Street, Davao City, Philippines

Computer Science Basic                                                      October 2015- April 30, 2016

Cebu High Skill Technical Training Center Inc. - Lapu-Lapu Cebu City, Philippines
Personal Data:
	


Birthday
:   May 19, 1978
Place of Birth
:   Surigao,Philippines
Civil Status 
:   Married

Visa status
:   Visit Visa


