  Valeria
                                                          

  E-mail Add:  valeria.365388@2freemail.com 


Career Objective: To enhance my present skills leading to career growth opportunities and advancement.

Work Experience:
February 2016 to December 2016. Job Order Staff (Administrative Officer-Finance):  DEPARMENT OF TRADE AND INDUSTRY, Eastern Samar Provincial Office, Wheelers Bldg., Baybay 5, Songco, Borongan City, E. Samar, Philippines.
· Monitored fund for Maintenance and Other Operating Expense (MOOE) for both regular and special funds and prepared status of funds;

· Processed financial claims and prepared payroll for salaries;

· Performed bookkeeping functions and updated cash balance; 

· Prepared, processed and issued checks of TEVs, mandatory and other related  expenses;

· Prepared and submitted various reports needed by COA and FAD Regional Office:

· Cash-in Bank Registry

· Bank Reconciliation 
· Under directions, took charge in all disbursements (e.g. reviews attachments) to all  DTI staff and various creditors;

· And other related administrative & financial matters as the need arises

October 13, 2014 to December 31, 2015. Community Finance Facilitator. Kalahi-CIDSS: NCDDP of Department of Social Welfare and Development, Area Coordinating Team of Can-avid, Can-avid, Eastern Samar, Philippines.
· Assisted the Community Finance Volunteers through job coaching on financial management;
· Reviewed and signed all Disbursement Vouchers prior to Area Coordinator's signature of the check;

· Initiated monthly meetings on financial management with Community Finance Volunteers;
· Monitored and validated financial project status of the barangays through field visits;

· Collected and timely submitted original paid disbursement vouchers and its supporting documents to COA thru the Sub-Regional Project Management Office;

· And other related work, such as review of TEVs, DTRs, Catering activities.
March 2014 to October 2014. Finance and Administration Assistant: Community and Family Services International, Field Office Guiuan, Guiuan E. Samar, Philippines
· Prepared the monthly financial reports including supporting schedules and other periodic reports;
· Performed analytic review of expense accounts, compared actual expenses with the budget and provided explanations for items with significant variances;

· Managed and updated the records of accounts;

· Reviewed all receipts and disbursements and ascertained correct account distribution and ensured all support documentation is accurate and in order;
· Processed all cash and/check payments and prepared the corresponding vouchers; 
· Monitored, ensured and effected payment of regular monthly bills of operations;

· Acted as Petty Cash Custodian;

· Prepared purchase requisition;

· Assisted in preparation of budgets and resolving accounting and financial problems and/or issues;

· Maintained leave files of staffs and updated summary of leave credits/availments;
· Submitted on a monthly basis the Daily Attendance Records of staff and 
· Performed other pertinent tasks that may be assigned by the Project Officer and/or Comptroller.
November 2012 to February 2014. Job Order Staff (Administrative Officer):  DEPARTMENT OF TRADE AND INDUSTRY, Eastern Samar Provincial Office, Wheelers Bldg., Baybay 5, Songco, Borongan City, E. Samar, Philippines.
· Undertake the position of a Job Order Administrative Officer;

· Prepared/processed supporting documents for claims and other program payables;

· Facilitated check/s for payments of claims and other payables;

· Facilitated disbursements of corresponding funds to claims and other payables;

· Assisted in the completion of liquidation of all disbursements;

· Prepared and submitted reports to COA and DTI-Regional Office:

· Cash in Bank Register (CIBR)

· Bank Reconciliation Report

· And other related administrative & financial matters as the need arises

March 2006 to October 2012. Assistant Bookkeeper: Rural Bank of Borongan (Eastern Samar), Inc. Cor. J. Bocar and A. Cardona Sts., Borongan, E. Samar, Philippines.
· Assisted in bookkeeping; prepared accounting tickets, prepared payroll and other related transactions pertaining to accounting;

· Monitored maturity dates of Bills Payable to Bangko Sentral ng Pilipinas (BSP) and to other financial institutions and to ensure that Bills Payables are paid before or on due dates;

· Responsible on eRediscounting with BSP and rediscounting with other financial institutions;
· Responsible on cash/checks deposit/withdrawals and other transactions to other banks in the locality;
· Prepared documentary requirements for SEC, BIR, BSP and other financial and government institutions;
· Prepared compliance requirements, bank operating plan and drafted response on memorandum/letter from BSP and to other financial institutions.
October 2005 to March 2006. Financial Analyst: MisterDonut, Phil., 80-82 Ramcar, Roces Ave., Quezon City, Philippines.
· responsible on intercompany reconciliation

· consolidated Accounts Receivable/Accounts Payable within the company food group for intercompany reconciliation; evaluated result to ensure that transactions have set up.

October 2004 to May 2005. Accounting Clerk/Bookkeeper: Sunflower Manpower Corporation, 94 Imperial St., Brgy. E. Rodriguez Sr., Cubao, Quezon City, Philippines.
· bookkeeping

· cashier

· prepared payroll

· responsible on cash disbursement book, prepared cash voucher and checks for payment and assisted in Financial Statement preparation

· responsible on PAG-IBIG, Philhealth, SSS contributions, BIR and government requirements

December 2002 to May 2003. Accounting Clerk: Isetann Dept. Store, Inc., 600 Carriedo St., Sta. Cruz, Manila, Philippines.
· assisted in checking employee timecards

· assisted in salary computation

· journalized sundries account

· computed employee bond

· responsible on salary deductions

Educational Background

College Degree

Bachelor of Science in Accountancy

 1998- 2002


Leyte Institute of Technology

Tacloban City

Secondary


St. Joseph’s College

1993 – 1997


Borongan Eastern Samar

Elementary


Cabong Elementary School

1987 – 1993


Cabong, Borongan Eastern Samar

Seminar Attended
Appreciation Course on ISO 9001:2015 Standard

Course on Effective Internal QMS Auditing

(Based on ISO 19011:2011 & ISO 9001:2015 Standards)
Training for Quality Management Representatives 

Course for Document Controllers/Custodians 

conducted for Department of Trade and Industry

March 14-18, 2016

Campetic Palo, Leyte, Philippines
Closing and Liquidation Workshop

November 27-28, 2015

Tacloban City, Philippines
“Training on Stage 3 & 4 of Accelerated Community Empowerment Activity Cycle” 

“Training on M & E Forms and MySQL Database”

“Training on KALAHI CIDSS – NCDDP Safeguards” 

 Feb. 24 – Mar. 4, 2015
Tacloban City, Philippines
KC: NCDDP Roll-Out Training of Part 1 & 2 of Accelerated Community Empowerment Activity Cycle (CEAC) and Monitoring and Evaluation (M & E) System for Area Coordinating Teams

October 13-19, 2014

Tacloban City, Philippines
STRENGTHENING THE TEAM APPROACH TO MANAGEMENT OF DTI VIII REGIONAL & PROVINCIAL OFFICES

December 6-7, 2012 

Tacloban City, Philippines
BASIC RURAL BANKING COURSE

Bangko Sentral ng Pilipinas Institute

November 17-27, 2008

DECS Center, Palo, Leyte, Philippines
Civil Service Eligibility Professional Exam




80.00%

Personal Information

Date of Birth 


 
: April 28, 1980

Place of Birth



: Borongan Eastern Samar, Philippines

Age 




: 36 y/o

Civil Status



: Single

Citizenship 



: Filipino

Religion



: Roman Catholic

Occupation



: Public School Teacher (retired)

Occupation



: Public School Teacher (retired)

Languages/Dialect Spoken

: English, Tagalog, Waray

Special Skills



: proficient in Window application software as MsExcel, MsWords, MsPowerPoint , Internet and exposure to SAP and Quickbooks 
