 MOHAYMEN 
Mohaymen.357229@2freemail.com

OBJECTIVE:
· To bring out and harness the best of my potentials for the benefit of the company
EDUCATIONAL BACKGROUND:
2010 – 2014

Bachelor of Science in Accounting Technology




University of Mindanao – Matina Davao City



College Diploma
2006 – 2009

Notre Dame – Religion Virgin Mary College of Cotabato




High School Diploma

2001 – 2006

Cotabato City Central Pilot School




Elementary Diploma

SKILLS:
· Good oral and written communication skills

· Ability to perform multi-task and can handle pressure and stand long hours of work

· Computer literate i.e. Microsoft Office Application and Accounting Application such as SAP Business One (System, Application and Products) and QuickBooks
WORK EXPERIENCE:
Sept. 2015 – Dec. 2016
Purchasing Officer/Stock Analyst at Mall of Alnor Supermarket under 




Alnor Prime Properties Corporation (APPC)

Cotabato City, Philippines

Certificate of Employment

· To procure the best possible materials/supplies at the best possible price.

· Responsible for all the goods and services that are purchased by the Company.

· Sources vendors, negotiate contracts, discounts, payment terms and ensures prompt delivery, new vendors for better quality products/items as well as better prices.

· Assists in the development and implementation of a corporate purchasing policy to affect the best value for money arrangements available.

· Performs other duties as requested by the management.
Dec. 2014 – Sept. 2015
Inventory Clerk at Alnor General Merhandise 
Cotabato City, Philippines

· Responsible for the reconciliation and counter checking of all inventory items such as good stocks, bad stock, marketing collaterals, materials and supplies to ensure completeness of record and discourage inventory losses and shortage.

· Ensure that all transfers of stocks from incoming to outgoing are properly recorded and documented.

· Ensure that all transfers of bad goods are properly documened.

· Performs other duties as requested by the management.
May 2014 – Nov. 2014
Office Staff (Bookkeeper) at Amor Son King Brothers Corp.



Davao City, Philippines




Appointment Letter

· Bookkeeping for any govt related papers such as BIR, PHMC, HMDF and SSS
· Computing tax due for monthly tax due and other BIR due.

· Organizing the documents

· Transacting to the Government agencies and settled the due

Mar. 2014 – April 2014
Voluntary/Part-time Worker at Bureau of Internal Revenue




Davao City, Philippines




Certificate of Participation

· Assisting Taxpayers
· Computing tax due
· Organizing Forms
April 2013 – June 2013
Intern in LLEA Co. & CPA’s as On-the-Job Training



Davao City, Philippines




Certificate of Completion
· Bookkeeping

· Filling Forms such as BIR, SSS and PHILHEALTH
· Transmitting Documents
TRAININGS/SEMINARS ATTENDED:
June 21, 2016

Leadership & Customer Service Training Seminar




Queen Bee Restaurant Sinsuat Ave RH 9, Cot. City




Certificate of Participation
Oct. 7, 2015

SAP Business One Training – Inventory Module



Mustard Seed System Corporation




Mall of Alnor Sinsuat Ave RH 9, Cot. City




Certificate of Attendance
July 6, 2013

Basic Stock Market Investing Seminar 



University of Mindanao




Certificate of Participation
July 6, 2013

Accounting for Peculiar Practices: Agriculture (PAS 41) Seminar 



University of Mindanao




Certificate of Participation

June 22, 2013

Proper Use and Filling-Up of BIR Forms Seminar



University of Mindanao




Certificate of Participation

May 11, 2013
Power Dressing and Business Etiquette: The Art of Creating Professional Image Seminar – University of Mindanao
Certificate of Participation

May 11, 2013

Labor Law: Collective and Individual Labor Seminar



University of Mindanao



Certificate of Participation
April 25, 2013

On-The-Job Training



Certificate of Completion for 160-hours of training

CIVIL SERVICE ELIGIBILITY

April 06, 2014

Civil Service Career Professional Exam



Certificate of Eligibility - Rate – 80.44%




Davao City
PERSONAL DATA:

Born on December 27, 1992; Height of 5’4; Islam; Speaks Filipino and English; Being competent; hard-working; goal oriented; willing to learn new skills and has presence of mind is my greatest positive traits of myself.
