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MARY
Email : mary.357328@2freemail.com 
=====================================================================================

WORKING EXPERIENCE/S:

Geo-Surveys & Mapping, Inc. – Quezon City, Philippines

Treasury Assistant (May 19, 2009 – February 27, 2017)

· Preparation of Cash Disbursement Voucher.

· Preparation of Employees’ monthly payroll.

· Preparation of Monthly Remittances of Statutories.

· Releasing and Replenished Petty Cash Fund.

· Issuance of Official Receipts.

· Preparation of Cash Memo.

· Recording of Company’s Book of Accounts.

· Checking the Liquidation of Cash Advances.

· Process all necessary bank transactions.

· Communicate with the Suppliers for any accounts related transactions. 

Himlayang Pilipino Plans, Inc. – Aklan, Philippines

Branch Cashier/Secretary (March 17, 2007 - April 16, 2009)

· Receiving payments from the Clients, Agents, and Collector.

· Issuance of Official Receipts.

· Releasing and Replenished Petty Cash Fund.

· Process all necessary bank transactions.

· Attending the concern of the clients.

· Preparation of daily reports.

· Handle incoming and outgoing calls.

· Custodian of the branch office.

Monde Nissin Corporation – Makati City, Philippines

Finance Staff (June 06 - November 19, 2006)

· Checking the accuracy of trucking expenses.

· Making entries to the Petty Cash.

· Doing other tasks.

EDUCATIONAL ATTAINMENT:

College

:
Far Eastern University – Manila, Philippines (S.Y. 2006)

  

Bachelor of Science in Commerce major in Financial Accounting
SKILLS & ABILITY:   
-Computer Literate (MS Office, Surfing the net, Research)

-Fluent in English communication (Written and Oral)
-Business correspondence

-Multi-tasking 
-Fast-learner

-Can work in a fast paced environment with minimal supervision

-Can work in multi-cultural environment

PERSONAL DETAILS:
Birthdate:             
January 13, 1986

Age:


31 years old
Civil Status:           
Single

Nationality:

Filipino
Religion:

Roman Catholic
