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ZION





E-mail Address: zion. 349956@2freemail.com
OBJECTIVE:
To work in a reputable institution that enable me to apply what I have learned through academic knowledge and past experiences. Encourage personal development, gain more knowledge and professional values to become a competent worker. 
WORK EXPERIENCE:
DAVAO CITY WATER DISTRICT (DCWD) 


Davao City, Philippines


June 2015 – August 2016

Accounts Specialist/Teller

· Balance currency, coin, and checks in cash drawers at ends of shifts, and calculate daily transactions using computers, calculators, or adding machines.

· Receive checks and cash for deposit, verify amounts, and check accuracy of deposit slips.
· Cash checks and pay out money after verifying that signatures are correct, that written and numerical amounts agree, and that accounts have sufficient funds.

· Examine checks for endorsements and to verify other information such as dates, bank names, identification of the persons receiving payments and the legality of the documents.

· Enter customers' transactions into computers in order to record transactions and issue computer-generated receipts.
·  Count currency, coins, and checks received, by hand or using currency-counting machine, in order to prepare them for deposit or shipment to branch banks or the Federal Reserve Bank.
· Identify transaction mistakes when debits and credits do not balance.
· Prepare and verify cashier's checks.
· Arrange monies received in cash boxes and coin dispensers according to denomination.
· Answer clients' questions, and provide information on procedures or policies.
TAGUM COOPERATIVE NABUNTURAN BRANCH (internship)

Nabunturan, Compostela Valley Province, Philippines

March 2013 – May 2014


Office & Accounting Assistant
· Forwards information by receiving and distributing communications; collecting and mailing correspondence; copying information.
· Assure all driver paperwork is properly processed
· Serves customers by backing-up receptionist; answering questions; forwarding messages.
· Safeguard bank deposits, as well as post deposits until billing and time procedures are accomplished
· Updates job knowledge by participating in educational opportunities.
· Itemize, regulate checks, and pair purchasing documents
· Working with journals, sales & purchase ledgers and spreadsheets.

· To assist in audit and statutory reporting requirements.
· Ensuring compliance of internal financial handbook and Academies Financial Handbook to ensure procedures are documented and kept up to date.

· Responsible for all aspects of accounts receivable and payable.
______________________________________________________________________________
 PERSONAL BACKGROUND:

Birthdate  :    February 06, 1987



Nationality :    Filipino

Birthplace:    Davao City                             

Religion      :    Protestant (UCCP)

Gender    :    Female                                     

Civil Status :    Single

Height      :    5’0”                                                     

Age            :    30
Physical Condition: No defects of any kind            
 Visa Status: Tourist Visa
· Can communicate well in Cebuano, Tagalog and English.

· I am honest and of good moral character and born of an industrious family.

· Endowed with perfect physical health and good active intelligence.

· Guided by a belief that exercise of industry, tact, loyalty, accuracy, modesty and cooperation is essential to success.

EDUCATION:

TERTIARY


BACHELOR OF SCIENCE IN ACCOUNTANCY

            ASSUMPTION COLLECE OF NABUNTURAN(2010-2014)

Nabunturan, Compostela Valley Province Philippines

Date of Graduation: March 24, 2014


BACHELOR OF SCIENCE IN COMPUTER ENGINEERING


UNIVERSITY OF MINDANAO TAGUM COLLEGE(2003-2007)


Tagum City, Davao del Norte Philippines

1st year up to 4th year College
SECONDARY

NABUNTURAN NATIONAL COMPREHENSIVE HIGH SCHOOL (1998-2003)


Nabunturan, Compostela Valley Province Philippines

Date of Graduation: March 26, 2003

ELEMENTARY

LINDA ELEMENTARY SCHOOL


Nabunturan, Compostela Valley Province Philippines
ELIGIBILITY:

NCIII BOOKKEEPING PASSER
AFFILIATION

Member, Junior Philippine Institute of Accountants (2011-2014)
SEMINARS

SGV Seminar


SGV Davao Office, Lanang, Davao City


March 14, 2014


Labor Education for Graduating Students Seminar


Assumption College of Nabunturan, Nabunturan, Compostela Valley Province


November 27, 2013
SKILLS:
Computer Literate
· Microsoft Powerpoint
· Microsoft Word
· Microsoft Excel
