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MARIVIC 

Email Address: marvivic.370808@2freemail.com 


Goals
Willing to work in an environment where I can expose myself on a job that can widen my intellectual capabilities and render services to the best of my ability. If given the opportunity to serve in your company I will ensure that the trust given to me will not put in vain.
Personal Information
· Born on the 30th day of April 1984 in Alfonso, Cavite, Philippines
· The 3rd daughter of Mr. Domingo Ventura Marcelino and Milagros Ronsairo Dimacuha

· A Roman Catholic and Filipino Citizen

· 5’2 in height and 110lbs in weight

· With black eyes and fair complexion
· Visa Status – Tourist Visa

· Passport No.-EC0308701
Educational Background
· Tertiary Education


Philippine School of Business Administration

Quezon City

Bachelor of Science in Accountancy

2015-2017


Cavite State University
Indang, Cavite

Associate in Computer Technology


2003-2005

· TESDA

Precious Knowledge Training School

General Trias, Cavite

English Proficiency Program

August 2012 to October 2012

Best in Reporting
5EA Training and Development Center, Inc
Ortigas Ave. Ext., Junction, Cainta, Rizal

Healthcare Program- Certified NC2 Holder-Competent
August 2015-February 2016

· Secondary Education

Kaytitingga National High School

Kaytitingga, Alfonso, Cavite

1997-2000

· Primary Education

Sinaliw Malaki Elementary School

Sinaliw Malaki, Alfonso, Cavite

1992-1997

Training, Skills and Qualification Summary
5EA Training and Development Center, Inc
· Standard First Aid - Assess the situation, apply basic first aid techniques, Communicate details of the incident.

· Basic Life Support -Recognize Respond and signs of potential illness, emergencies, accident, and medication within guidelines, threats and situation danger.

· Workplace Communication – Obtain and convey workplace communication, Complete relevant work related documents, participate meeting and discussion, work in a team environment, Practice Career Professionalism, Respond effectively to difficult/ challenging behaviour. 

· Basic Housekeeping – Clean Surfaces and floors, office tools, office table. Maintain the cleanliness of the surroundings.

· With good computer skills (Microsoft office, Outlook, FileZilla)

· With knowledge in MYOB software (Jaro Development Corporation system)

· With knowledge in ATSYS software (Alsons system) 

· Can work with less supervision

· A quick learner and likes to work in a fast-paced environment 

· Good communication skills

EMPLOYMENT HISTORY

Bakeshop Group of Companies 

Cebu Oven Magic Corporation (Julies)

Ortigas Exten., Pasig City

Data Analyst-Operation Dept. 
February 05, 2015 to February 16, 2017
· Cash Expenditures (CAPEX) 

· Responsible for requesting cash advance or payment for the construction and renovation of all bakeshop.

·  Forwarding to data analyst the approved quotation from supplier and site coordinator then transfer the information on CAPEX or Cash Advance Expenditures form. 

· Send the Capex to the accounting department for approval then forward to Purchasing Department for Purchase order purposes. 

· Ask the supplier for billing invoice for payment processing then forward to accounting. 
· Account Payables 

· NCR Bakeshop will forward the Supplier’s Sales invoice and Delivery Receipt to the analyst.

·  Check the accuracy and completeness of the attach Invoice approval form in Delivery Receipt or Sales invoice based on the following: date of received, received by, Company name and address, Quantity, product or item received, terms, amount, sales invoice reference, vendor code, account number, approver name or Regional Manager name). Must have signature over printed name and date policy.

·  Encode to Supplier’s monitoring for future reference and follow-up. Then, forward to main office accounting department via courier (2go) the original invoices for check issuance and payments. Accounting in-charge will forward to treasury section for transmitting via courier back to manila.

· Mark the documents received of signature over printed name, date, time to monitor the cycle of the processing.

· Monitor the terms of all suppliers to avoid the delay of payment.

· Always ask for original invoices to avoid delay on processing.
· Account Receivables

· Bakeshop Supervisor gathering all received Delivery Receipt from customer (Casa Verde ventures) must be ensure that Delivery Receipt have signature over printed and date of received of the receiver.

· Check the Delivery Receipt amount versus JBMIS input data of the encoder to avoid discrepancy. 

· Monitor payment scheme of the customer COD or Checks and negotiate for the terms of payment. Casa Verde is 15days.

· Bakeshop Supervisor will collect the check personally in the customers at the given day of collection. Example every Monday or Friday.

· Bakeshop Supervisor will forward the Deposit slip to Data Analyst for recording and checking if the payment is balance versus Delivery Receipt.

· Data Analyst will forward all the Delivery Receipt and Deposit slip to accounting Cebu main office for their monitoring also, every end of the month or at the given cut-off date.

· Expenses and Purchases

· Check all the expenses attach in the Bakery Sales Report which are amount, item purchased, name of store, Vat or Non-VAT and valid receipt to avoid fraud.

· Check the disbursed amount and see to it that the amount disbursed is based on the memo/policy issued which are transportation, load allowance, meal allowance and lodging. 

· Utilities or Billing

· Monitor all utilities including water bill, electric bill, telephone bill, rental.

· Bakeshop supervisor will forward the hard copy of the receipt of utilities with attach of invoice approval voucher. Check the amount, period covered, date and account number.

· Emailing all the receipt in Cebu accounting and wait for the check emailing back of accounting Cebu.

· Authority to Deduct

· Checking the discrepancy of bakery sales report. Check if this is sales discrepancy or damages.

· Forward the final report of discrepancies to bakeshop for signature. After signing all authority to deduct forward to accounting Cebu for deduction.

· Contract of Lease

· Keeping the contract of lease and monitor the rental date of payment.

· Requesting post-dated check for 12 months’ rental.

· Contact the lessor for the update of contract of lease every year.

· ROCA-Request of Cash Advance

· Prepare cash advance form for the District Manager and other staff.

· Requesting for approval all Roca request to the Regional Manager and Accounting Manager.

· Sending all Roca Request to Cebu accounting for processing.

· Liquidation

· Monitor all the Expense and check all the purchases of the DM that purchased thru Roca

· Admin Task 

· Monitor and keeping the admin file like contract, business permit, office supplies and insurance of all vehicles.

· Requesting office supplies every month.

· Sales invoice, Official Receipt and Collection Receipt

· Check Sales Invoice, Official Receipt and Collection receipt series in the document series report and make sure all OR/CR/SI stub issued are obtained and encoded in the system. If there is a missing document stub, inform District manager immediately for necessary action. 

· Monitor the remaining receipt and requesting SI/CR/OR at the main office

· Bakery Sales Report

· Check the bakery sales encoded in the system including the LO, PO, Other sales, cashier Reconciliation, Cashier Breakdown 

· Monitor the Bread Certificate and other promo from marketing for refunding or repayment.

· Monitor all the business permit of NCR Bakeshops.

· Releasing of check every Friday to the Supplier.

· Do the transmittal List of all documents that will send to CEBU Main office.

· Do the other task given and assigned by the Regional Manager and District Manager.


· Business Permit

· Keeping the record of Business permit of all Bakery stores from NCR, North and South branches which are Contract of lease, Certificate of Registration, Mayor’s Permit, Barangay Clearance, Sanitary Permit and secure all BIR form 2306, annual registration.

· Bakery Sales 

· Received incoming documents from main office and bakeshop and log it to the record book for monitoring purposes of in and out documents.

· Encode sales report at BGC system including Daily Sales Report, Deposited amount, left over, Pull-out, Bread and Non-Bread Sales, expenses, purchases

· Monitor the Gross and net Sales and provide data sheet to send at Cebu accounting.

· Transmit and back-up Report send to.

· Do the admin task which are monitoring sales receipt inventory and keeping the confidential file. 

Alsons Trading / Jayson Marketing
Hi-way I, Brgy San Jose, Iriga City-Head Office

Brgy. San Agustin Trece Martires city, Cavite-Trece Branch

Data Encoder / Secretary
June 10, 2010 to June 10, 2014
· Receiving of all suppliers Delivery Receipt of all brands (LG, Condura, Kelvinator, Samsung, Haier, Sanyo, Hyundai, Sharp, TCL, Magic Sing, Wella and Jella, Salem, Uratex etc.). Entry the model and serial number at the system for the inventory and sales purposes.

· Checking email daily for price updates and memo from main office.
· Printing the price list from marketing manager and distributes to the promoter for tag price updates.
· Gather all Delivery Receipt & Sales Invoice used in sales within the day and encode all necessary information in the Official Receipt at the appropriate collection modules. Mark document once encoded and file it accordingly.

· Gather all Official (Office and field) issued within the day and encode all necessary information indicated in the Official Receipt at the appropriate collection modules. Mark document once encoded and file it accordingly.

· Be able to determine the payment type of the Official Receipt (Down payment, Instalment, other payment, floating payment, cross payment and PDC payment so that it can be encoded at the corresponding module.

· Gather all vouchers issued within the day and encode all necessary information indicated in the voucher at the appropriate disbursement module (disbursement, cash refund and sales agent commission). Mark document once encoded and file it accordingly.

· Be able to determine the expense type of disbursement to avoid discrepancy between the actual total cash on hand and the net amount deposited in the collection report.

· All Official Receipt & voucher are obtained and encoded.

· Official Receipt & voucher date and amount are correctly encoded.

· All cash & check collected are accounted for.

· After depositing the collection in the bank, encode the cash/check deposit in the system. Net amount deposited in the collection report should tally with the total amount deposited.

· Reconcile the current balance in the bank book with the ending balance in the bank balance report. Encode any CM & DM, withdrawal, interest, fees charges to tally.

· Print reports with in the day transaction. File reports accordingly.

· Collection Report

· PDC Collection

· Disbursement Report

· Bank Deposit by collection date
· Check Delivery Receipt, Sales Invoice, Official Receipt series in the document series report and make sure all OR/DR/SI stub issued are obtained and encoded in the system. If there is a missing document stub, inform branch manager immediately for necessary action.

· Transmit, Back-up and send data.

· Check schedule of Purchase Order and ask promoter if they have additional order on the date given by sales and marketing manager.

· Monitor Branch Daily Time Record (In and Out). And encode it in the mustard sheet system and transmit.
· Responsible for registering of the new staff on Biometric.

· Preparing and printing the Daily and Monthly Reports and Send to Main-Office via Courier (LBC).

· Transmit, back-up and send all daily transaction at the given cut-off. Must be done all transaction before cut-off time.
 JARO Development Corporation

Km. 17 Aguinaldo Hi-way Bayan Luma, Imus Cavite
Purchasing staff

August 4, 2008 to March 14, 2010
· Received deliveries of all medicines intended for farm operation as well as transferring the goods to its designated farm as per requisition.

· Price canvassing and direct purchase of all the materials needed in repair and maintenance to support the operation of all divisions and macro materials needed in the Feed mill operation.

· Record all monthly purchases of LM operations (Slaughterhouse, Admin, and Process meat) and Farm 5 on a per category basis.

· Develop a computer system to record most of purchasing transactions to serve as a hardcopy for reference purposes.

· Prepare Purchase Order of materials needed in the operation in the absence of the person in charge.

· Attend Suppliers calls/ meeting every Thursday if supervisor is absent for medicine requirement.

· Prepare Purchase Order of all requirements needed in the operation in Slaughterhouse, LM Office and Process Meat Division. 

· Monitoring and checking Sales invoice and Delivery Receipt to ensure the correctness of purchased order versus to delivered items.

· Submit the checked Sales Invoices and Purchase order to accounting section for processing and payment.

· Check to the collection section if the Supplier payment is up to date.

· Responsible for the follow-up of payment to the treasury section and from suppliers.

· Order and maintain relevant office supplies for effectiveness of personal duty.

· Attend supplier’s calls or meeting to in the absence of Purchasing Supervisor to assist the Operation Manager.

· Payment terms negotiation, optimization and management.

Tools and Equipment
· Maintaining Records of tools and equipment.

· Maintaining Records of Accountabilities

· Scheduling Inventory clerk for Inventory update of tools equipment.

· Releasing of Supplies for Outlets

· Preparing Purchase Receipt for Livestock Marketing Department

· Preparing Gate pass for tools and equipment

· Preparing Authority to Pull-out.


Bridgestone Precision Molding Philippines
Epza-Rosario, Cavite

Quality Control Inspector (Appearance Inspector)

February 2005 to July 2005

· Responsible for encoding of all incoming finished products.

· Updating all performances of all production employees.

· Achieving and maintaining standard of quality work.

· Maintaining efficiency rating according to standards defined by Production Control Manager.

· Meet deadlines of product as defined by Production.

· Inspect all products depends on quality basis and appearance.

· Checking the product to ensure that passed in the formed of scratch, deform coloration and huge and small dirt.

Bureau of Internal Revenue
Municipality of Tagaytay City

Collection Department

Administrative Assistant

August 2005 to February 2006

· Typically answer & re-direct calls as necessary

· Receive incoming office reports and personal mails and distribute it as necessary.

· Greeting visitor’s and helps them to find offices.

· Set appointment most especially executive meetings.

· Preparing monthly report of LGU and NGU collection received.

· Distributing BIR form as per taxpayer request.

· Recording all payment received to monitor the monthly tax remitted transaction. 

· Organizing and filing of all documents and perform other duties or task as assigned by the head.

Bureau of Internal Revenue
Trece Martires city, Cavite
Administrative Assistant

On the Job Training

July 2004 to October 2004

· Encoding all taxpayer information for monitoring purposes.

· Requesting to certify the zonal value to the officer of the day or supervisor in-charge then release to the taxpayer.

· Assist the taxpayers to follow up Certificate Authorizing Registration (CAR) and Tax Clearance (TCL)

· Distributing BIR form as per tax payer request.

· Establishing and maintaining effective working relationship with co-worker and to the general public.

I hereby certify that all the above information is true and correct to the best of my knowledge and belief.
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Marivic 










                Signature over printed Name
