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CAREER OBJECTIVES
 To be an integral part of organization wherein I could utilize and share my knowledge including my experience.

QUALIFICATION
· Excellent communication skills, and able to handle multiple tasks.

· Excellent customer service relation. Able to communicate and interact effectively with all individuals of all levels.

· Able to recognized client’s needs, and meet them.

· Leadership abilities.

· Flexible, dependable, friendly and outgoing.

WORK EXPERIENCE 
*Maryknoll College of Panabo Inc.


May 10 2016 - April 2, 2017
Purok Atis, Sto Niño, Panabo City

(School Bookkeeper)
Job Description:
· Compiles financial information related to school site (e.g. accounts payable/receivables, collecting, verifying, counting all moneys collected, write receipts, documentation for payroll department )
· Maintains financial records related to student activities and/or events (e.g. ticket sales, yearbooks, dances, fundraisers, club activities, student projects, etc.) for the purpose of ensuring completeness and availability of records and compliance with district policy and established regulatory guidelines.
· Monitors financial procedures with individuals responsible for school site financial operations (e.g. student activities, fund raisers, bookstore, Athletic Department, student clubs, etc.) for the purpose of providing services within established guidelines
· Performs general clerical functions (e.g. answering telephone, distributing mail, package, scheduling, copying,.) for the purpose of supporting site activities.
· Handle customer complaints professionally and efficiently, in line with the school accounts of students and their promissory note. 
· Processes financial information (e.g. all purchase orders, accounts payable, payments for officials/security for home athletic events, etc.) for the purpose of updating and distributing information.
· Maintain clean and organized office. 

*Maryknoll College of Panabo Inc.


Feb. 4, 2015 – May 6, 2016

Purok Atis, Sto Niño, Panabo City

(School Cashier)

Job description :

· Manning the cash register and handling cash transactions with customers.
· Issuing receipts, refunds, change or tickets.
· Greet customers when entering or leaving establishments

· Keep reports of transactions.
· Maintain clean and orderly checkout areas.
· Answer customers' questions, and provide information on procedures or policies.
· Pleasantly deal with customers to ensure satisfaction.
* On-The-Job Training in Accounting Firm *                                
    Olano, Duterte & Associates 



December 2, 2015 – January 26, 2016
    Rizal Street, Tagum City
Job Description:

· Help with month-end financial reports
·  Work under supervision of other accountants

·  Ensure the completion of assigned tasks in line with established deadline

· File and scan journal entries

· Paying Tax of clients in Banks
· Compute client’s tax.
*PROF BOOKSTORE*                          
  BOOKSTORE                                    
    April 2015 – November 2015                                  
  (Sales clerk/Cashier)
Job Description:
· Acquire product knowledge of items sold and needs of college bookstore.
· Receive, price, and stock books, supplies, and general merchandise; update shipping and receiving books and counting and listing for inventory.

· Perform functions related to cashiering such as: conting all moneys collected, and assist customers; answer telephones and customer service questions; and handle returns and complaints.        
· Providing their need and suggesting.
· Let the customer feel comfortable and treat in a nice way.

· Encourage to come back and approach very well.   
· Attends to the customer with utmost courtesy and friendly manner and advice upon their individual needs.
PERSONAL DATA
      Date of Birth     :  January 10, 1996
      Place of Birth    :  Tagum City Philippines
      Civil Status        :   Single
      Age                     :   21 years old
      Sex                      :   Female
      Citizenship         :   Filipino
EDUCATIONAL ATTAINMENT
      Training          :  Junior Philippine Institute of Accountant
                               :  Molave Hotel, Tagum City
      Tertiary          :   University of Mindanao Tagum College
      Course            :   4th Bachelor of Science in Accounting Technology
      Year                :   2012-2016
      Secondary      :  Letran de Davao of Maco 
                               :  Binuangan, Maco, Comval Province
      Year                 :  2008-2012
DECLARATION
         I hereby certify that the above information are true and correct to the best of my knowledge and belief.                                    

