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CARLENE
CARLENE.59834@2freemail.com  


WORK EXPERIENCE

DepED (Department of Education) – Division of Roxas City
Arnaldo Blvd., Roxas City, Capiz, Philippines

T
(July 2, 2003 – February 27, 2008)

Position:  Administrative Aide IV / Accountant

Nature of Work:

· Checking, segregation and filing of processed disbursement vouchers.
· Recording and updating of Registry of Allotment and Obligations of Maintenance and other Operating Expenses (RAOMO), Registry of Allotment and Obligations of Personnel Services (RAOPS), Registry of Allotment and Obligations of Capital Outlay (RAOCO), Accounts Payable (AP), Provident and Trust Fund.
· Preparation of Report of Check Issued (RCI) and Report of Disbursements.
· Preparation of Check and Cash Disbursement Journal.
· Preparation of Journal Entry Voucher (JEV).
· Preparation of Bank Reconciliation.
· Preparation of Government Service Insurance System (GSIS) certification issued to teachers and personnel.
· Preparation of substitute teachers salary and updating of ledgers.
· Preparation and updating of ledgers of Division Office and school expenses, auditor and suppliers claims, cash advances in general or trust fund of personnel and monitoring expenses of Supervisors.
· Preparation of summary of taxes withheld and Bureau of Internal Revenue (BIR) remittances.
(November 25, 2002 – July 1, 2003)
Position:  Secretary/Receptionist

Nature of Work:
· Verify incoming calls. Arrange and set appointments and meetings according to priority.

· Type/fax, correspondence request, reports, quotations and other related matters for the School Superintendent.

· Secure and organize files for easy retrievals as required by the Department Heads and Staff.

· Disseminate information to all concerned Department Heads and Staff.

· Arrange schedule for the Superintendent and Department Heads and ensure him of details.

· Routine office rudimentary and all other office functions without prejudice to my position.
Ultimate Lending Corporation

Legaspi St., Roxas City, Capiz, Philippines

(July 2, 2001 to November 23, 2002)

Position:  Accounts Assistant

Nature of Work:

· Doing the bookkeeping functions.

· Preparation of office monthly expense and ready vouchers for reimbursement.

· Preparation of Check and Cash Disbursement.
· Tracking and updating of purchase requisition for the office.
· Handles the posting of Official Receipts to Accounting System.
· Handles the posting and preparation of report of remittances to Head Office.

· Responsible in proper management of files and correspondence.
· Routine office rudimentary and all other office functions without prejudice to my position.

	

	


EDUCATIONAL ATTAINMENT
· Master in Public Administration

2003-2005

Capiz State University


Pontevedra, Capiz

(36 units)








· Bachelor of Science in Accountancy

1996-2000

Central Philippine University

Jaro, Iloilo City

· High School Diploma

1992-1996

St. Mary’s Academy of Capiz

Roxas City, Capiz

· Elementary Certificate

1986-1992

Maayon Central School


Maayon, Capiz     

