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MELMAR MELMAR.357367@2freemail.com  
Objective

To enhance what I have learned and apply it to an organization that will sustain my growth and recognize my potentials and total commitment.

 

Education

 

Graduate Studies
:
Master in Business Administration 





Major in Business Management 





University of Batangas





June 2012 to April 2015

Professional Units
:
Bachelor of Science in Secondary Education





Major in Business Technology





University of Batangas





2nd Semester SY 2007-2008





Licensed Secondary Teacher

College Degree
:
Bachelor of Science in Commerce




Major in Accounting Management

University of Batangas 





October 2000 to March 2005

Secondary

:
San Teodoro National High School





San Teodoro Oriental Mindoro





June 1996 to March 1998





Philippine Educational Placement Test (PEPT) passer

Primary

:
Calsapa Elementary School





Calsapa, San Teodoro Oriental Mindoro





June 1990 to March 1996





First Honorable Mentioned

Professional Experiences
Dec.11, 2015 – Present 
Administrative Assistant





Air Base Facility (ABF) 





Arabian Castle for General Contracting (ACGC) Tabuk





Saudi Arabia

· Assistance to the Secretary/Site Administrator as and when required in the filing and typing of correspondence and reports.
· Performs the overall support to the management.

June 2014 – October 2015 
PART TIME INSTRUCTOR ( Asst. Instructor III )



College of Business and Accountancy




University of Batangas

· Teaching Management Subjects such as Business Policy and Strategy, Professional

 Salesmanship and Marketing Management.

October 2013 – Dec. 2015
PAYROLL HEAD/SUPERVISOR



Accounting Office/ Budget Management Office




University of Batangas

· Maintains payroll information by collecting, calculating, and entering data.

· Updates payroll records by entering changes in exemptions, new salary rates and upgrading.

· Prepares reports by compiling summaries of earnings, taxes, deductions, leave, and nontaxable wages.

· Resolves payroll discrepancies by collecting and analyzing information.

· Provides payroll information by answering questions and requests.

· Maintains payroll operations by following policies and procedures including updating the system designs approved by the higher authority.

· Maintains employee confidence and protects payroll operations by keeping information confidential.

· Contributes to team effort by accomplishing related results as needed.

· Supervises the overall payroll transactions.

June 2006 - September 2013  BOOKKEEPING/ACCOUNTING ASSISTANT



   Accounting Office/ Budget Management Office




   University of Batangas

· Records transactions on various books of accounts ( e.g Cash Receipts, Cash Disbursement, Check register book, Subsidiary ledgers, and General Journal Book)

· Summarizes monthly transactions in the cash receipts, cash disbursement, and general journal

· Prepares analysis of fees, operating and general, and administrative expenses

· Prepares analysis of acquisition of fixed assets

· Computes depreciation of fixed assets

· Summarizes and monitors departmental collection fees and actual disbursement of funds for budget reporting

· Maintains records of designated fund/fees and inventory

· Checks and monitors segment operations (e.g daily inventory record vs. general stockroom’s record)

· Checks cashier’s daily report based on cash  register tapes submitted

· Performs bank reconciliation of various bank accounts

· Prepares billing statements to different tenants of the company

· Prepares cash position report for various bank and monitors time deposits of the company

· Assists in the processing of documentary requirements in different agencies/institutions such as Banks , Bureau of Internal Revenue, Securities and Exchange Commission, and others

· Assists in the preparation of data essential for budget reporting

· Performs other related task from time to time

MICROSOFT PROFESSOR (PART TIME)

Unitech Educational Programs in partners with University of Batangas, Batangas City
June 2013 to November 2015
Other Work Experiences
June 2005 to February 2006 
Part Time Research Assistant

Center for Research and Publications






University of Batangas

· Responsible in the reconnaissance of data regarding the study.
 Arpil 2005 – May 2005

SALES REPRESENTATIVE





Progresso Multicab Center 





AVQ Building, P. Prieto St.,






Batangas City
· Attending queries regarding the units.
 Technical Skills

· Diploma In Autocad Operation – September 2008
· Certified Microsoft Specialist (Office Word 2007) – June 2012
Seminars and Conferences Attended

April 21, 2015




2015 ANNUALIZED WITHHOLDING TAX COMPLIANCE & NEW TAX EXEMPTION LAW





Bayview Hotel, Ermita, Manila 

April 20, 2015




2015 NEW CORPORATE COMPENSATION AND PERSONNEL BENEFITS ADMINISTRATION AND LABOR LAWS COMPLIANCE






Bayview Hotel, Ermita, Manila

February 26, 2014



2014 RD-58 BATANGAS CITY TAX CAMPAIGN SEMINAR






Capitol Site, Batangas City
November 26, 2013


PEER SUMMIT





Cifra Plaza, Batangas City
December 20, 2012


PHILHEALTH EMPLOYERS FORUM






Max’s Restaurant, Batangas City

November 9, 2013



“Customer Service and Personality Development Seminar”





University of Batangas, Hilltop, Batangas City

Training/s Attended

May 30 – June 3, 2011

MICROSOFT DYNAMICS NAV 2009 TRAINING





University of Batangas, Hilltop, Batangas City

Organizations/Committees





CHAIRMAN-BUDGET & FINANCE COMMITTEE






9TH ANNUAL TOURISM STUDENTS’ CONGRESS





University of Batangas, Hilltop, Batangas City






University of Batangas, Hilltop, Batangas City






CHAIRMAN-BUDGET & FINANCE COMMITTEE






2009 PRESIDENT’S CUP






University of Batangas, Hilltop, Batangas City






CHAIRMAN-BUDGET & FINANCE COMMITTEE






2014 UNIVERSITY FOUNDATION DAY






University of Batangas, Hilltop, Batangas City






MEMBER-JUDGES & EVENT PROCTORS COMMITTEE






14 PRESIDENT’S CUP






University of Batangas, Hilltop, Batangas City






MEMBER-TABULATION & SECRETARIAT COMMITTEE






13 PRESIDENT’S CUP






University of Batangas, Hilltop, Batangas City

Personal Information 
· Born on May 27, 1982, in Calsapa, San Teodoro, Oriental Mindoro
· 33 years old
· Male
· Single
· 5’3 in height
· 60 kgs. in weight
· Language : English, Tagalog
· Roman Catholic
· Hobbies : Reading books and Newpaper, Browsing the internet
References 
Available upon request
