	


SUBJECT LINE: Applying for Purchasing Clerk, Accounting Clerk,

                              w/ International Driving License
OBJECTIVE
· To be able to seek a challenging position which fit my qualifications to develop myself and most  especially contribute to the growth of the company that employs me through honest work, good performance and dedication.

WORK EXPERIENCES
Hsu Kuang Foil Tch. Ltd.      


             Forklift/Machine Operator
Foil Industry                               


December 2005 – September 2007

Taichung, Taiwan, R.O.C.



· Responsible in daily monitoring of all types of foil before and after production. 
· Able to receive and deliver all finish products to the costumer on scheduled time.

· Negotiate with vendors, maintain and examine leased equipment, purchase supplies, manage areas such as stockrooms, and retrieve data from various sources.
Globe Telecom                                                                  

Telecommunication Industry

                           Accounting Clerk           
Mandaluyong, Philippines


             October 2004 – October 2005

· Responsible for the prompt coding and data entry of all vendor invoices.
· Verifying various reports, data entry and subsequent processing of state payment vouchers (manual and automated) and reimbursements.
· Recording and calculating incoming data and maintain an awareness, accuracy and completeness of data.
· Timely resolution of discrepancies in accounts and providing guidance and direction to subordinate accounting clerks.
Something’s Fishy Bar and Grill

             Purchasing Clerk
Food & Beverage / Catering / Restaurant                      May 2003 - October 2004
Libis Quezon City, Philippines


· Meet the public tactfully and courteously and to establish and maintain cooperative and effective working relationships.
· Learn to use computer terminal and Purchasing Department software.
· Make analytical and mathematical calculations for cost accounting and other purposes.
· Exercise sound judgment in the purchase of a variety of foods, products and services.
Goodyear Phils. 

                                        Accounting Clerk

Tires  Industry


                                        June 2002 – May 2003

Almanza – Las Pinas, Philippines 

· Record assets, liabilities, expenses, revenue and income.
·  Prepare monthly income and expense reports.
· Track all financial records of the company.
· Provide other bookkeeping and reporting services as assigned.
· To be able to recognize and fix or get help fixing errors in the numbers provided by other departments and in accounting department.
Kenny Rogers Roaster Phils.                                               Service Staff
Food & Beverage / Catering / Restaurant                          May 2001- May 2002
Park Square, Pasay rd. Makati Philippines

· To assist the Restaurant Manager in providing prompt and friendly customer services to ensure a high customer service standards that results in an efficient and profitable food service.
· Waiting on customers pleasantly and professionally at register.
· To give costumers a good impression of the restaurant by greeting them in a warm, friendly manner.
· Responsible for maintaining outstanding customer service as per Company standards, processing sales quickly, accurately and efficiently, and safeguarding company assets.
PROFESSIONAL EXPERIENCE/TRAINING



Mitsubishi Motors Phils.



       On the Job Training
Philippines                                                                   Insurance Department




                                              February – May 2000
 OTHER SKILLS
· Computer Literacy in Windows XP(Ms Excel, MS Word, , Internet/Outlook Application)
· Excellent math, accounting and bookkeeping skills
· 2 years of experienced working abroad

· Excellent skills in communication
EDUCATION

College

                                                         AMA Computer College



                                            B.S. Accountancy






     SY 1997 – 2002
High School                                                              Mary Cause of our Joy Catholic School
                                                                    Muntinlupa City
                                                                                   SY 1993 - 1997
PERSONAL DATA

Place of Birth




Philippines

Date of Birth




July 31, 1980
Nationality




Filipino

Civil Status




Single
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