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OBJECTIVE

To be associated with an organization where my abilities and potentials can be developed and to apply my knowledge that can be used as an oriented professional and for continuous career improvement.

WORK EXPERIENCE

DEPARTMENT OF EDUCATION

May 2005 to October 17, 2008
Accounting Assistant/Administrative Aide
· Handles preparation of monthly Journal Entries, Check Disbursement Journal and General Journal.

· Prepares Bank Reconciliation for the OSEC account. 

· Prepares Statement of Unliquidated Cash Advances and reconcile the same with the General Ledger.

· Process liquidation of advances incurred by officers & employees & advances made by special disbursing officers used in administering seminars, trainings and workshops by the department.

· Perform such other accounting or administrative tasks as may be required from time to time – quite often on short notice by the Chief Accountant. 

STEEL CENTRE PHILIPPINES, INC.

September 1995 to May 2005
Payroll Assistant
· Responsible for the preparation and processing of weekly and Monthly payroll for over 500 Project workers and 100 Administrative Staffs; review and ensure accuracy of approved timesheets; track and deduct all garnishments and other special payroll deductions.

· Responsible for the coordination efforts between payroll, human resources, and other departments to ensure proper flow and maintenance of employee data (including preparation/distribution of detailed reports, e.g. overtime, leave balances, head count, and retirement contribution reports). 

· Establish/maintains employees’ record; ensure that employee changes are entered correctly and made on a timely basis.

· Reconcile payroll tax and other compulsory deductions after each pay to ensure accurate filings to the collecting agencies.

· Process accurate and timely monthly remittance of taxes and other compulsory deductions. (e.g. Taxes, Social Services premium and Health Insurance).

· Responded to employee’s payroll related inquiries.
Accounts Payable Assistant
· Receives and process suppliers ‘invoices daily and coordinated with the Purchasing Department and other concerned unit for necessary supporting documents like PO and delivery receipts.

· Verifies the accuracy of the purchases as to unit price and quantity for the preparation of Accounts Payable Voucher.

· Responsible for the proper coding and classification of items purchased.

· Process and prioritize payment of invoices according to its term of payment.

· Attends to inquiries of suppliers regarding their accounts.

· Assists in costing of consumables and direct materials used in the fabrication of structural steels.

· Assists in the yearly inventory of warehouse consumables, direct materials, tools, machineries and equipment and others at the production area.

· Perform other accounting duties as requested.
AL ALINO CONSTRUCTION
June 1994 to September 1995
Secretary/Accounts Assistant

· Maintain the reception efficiently and attend in all incoming and outgoing calls.

· Responsible for drafting, typing and sending of outgoing correspondence.

· Prepares transmittal and do filing of documents.
· Updates and maintain accounting journal, ledgers and other records detailing financial transactions (e.g., disbursements, expense vouchers, receipts and accounts payable).
· Prepares bank reconciliation.
· Perform other duties as requested.
SKILLS 

· Adept in Microsoft Excel, Word, PowerPoint and Internet

· Can work under pressure

· Able to manage multiple tasks and meet deadlines.

· Able to quickly learn new software packages.
EDUCATION AND TRAINING


Bachelor of Science in Accountancy


Immaculate Conception College


June 1990- March 1994

Microsoft  Office XP Productivity Training


Southeastern College, Inc.

February 2-6, 2004


Windows XP Fundamental Training (with Internet & MS Outlook XP Basic)

Southeastern College, Inc.


April 19-21, 2005

PERSONAL INFORMATION


Age: 34


Civil Status: Married
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