MARIA
E-mail Address: maria.81012@2freemail.com 

CAREER OBJECTIVES:

To be able to work internationally where my expertise will be of contribution to the organization’s growth and development. To keep abreast of the modern technologies and procedure to work for the prestigious organizations that will enhance my interest with the service I am willing to offer. To use my skills and education to contribute toward developing and expanding business opportunities.

SUMMARY OF QUALIFICATIONS:

A graduate of Bachelor of Science in Accountancy and had worked in different companies for almost eight (8) years. Possess excellent understanding of accounting-related matters. Have the ability to demonstrate good practical working knowledge in bookkeeping. Have a strong academic background. Has passion for continuous learning and personal growth. Highly motivated and driven with strong desire to excel. Ability to fit in and work with people at all levels. Flexible, well-organized and industrious.
As graduate of Bachelor of Laws in 2007 and had worked as a legal assistant.  Individual who displays strength in the following competencies: action orientation, analytical skills, ethics/values/integrity, information gathering, problem solving. Excellent english writing and verbal skills. One of the successful applicants for court mediator and was privileged to attend the seminar-workshop for mediation conducted by the Supreme Court of the Philippines through the Philippine Judicial Academy.
WORK EXPERIENCES:
LEGAL ASSISTANT


CARMONA & TUY LAW OFFICE
May 2007 - July 2008


Naga City, Philippines
Duties & Responsibilities
-Conducts legal interviews of clients.
-Prepares the summary of the testimonies of clients.
-Prepares pleadings and other legal forms.
-Researches case laws applicable to the case of a client.
ADMINISTRATIVE OFFICER
MONTANA ENTERPRISES
June, 2002 – March, 2007

Naga City, Philippines
Duties & Responsibilities
-Maintains and prepares legal and business documents.
-Provides support to administrative staff.
-Processed all incoming and outgoing mails, maintained all files and received office materials and supplies.
-Served as greeter for all office visitors, received their requests or questions assisted with answers and referrals.
-Maintained all contracts.
-Performed bookkeeping duties.
-Handles the files of financial reports and other documents.
-Verified details of business transactions recorded on sales slips, invoices, receipts, check stubs and computer printouts.
-Posted details of business transactions to subsidiary accounts.

COLLEGE INSTRUCTOR (part-time)
WORLDTECH RESOURCES INSTITUTE
November, 2003-November, 2006

COMPUTER COLLEGE
Naga City, Philippines
Duties & Responsibilities
-Teaches General Accounting and Bookkeeping, Principles of Management, Principles of taxation and Political Science subjects.
-Monitors and supervises student’s academic performance
-Prepares the grades of students.
ACCOUNTANT



CAMARINES SUR ELECTRIC COOP., INC.
February, 2001-April 30, 2002


Tigaon, Camarines Sur, Philippines
Duties &: Responsibilities
            -Prepares financial statements, accompanying schedules and other reports to summarize current
and projected company financial position for internal and external purposes.
            -Prepares monthly reconciliation and other ledger accounts.
            -Maintains subsidiary ledgers and schedules for Accounts Receivable and Accounts Payable.

            -Records business transactions into the special books of accounts.

            -Handles and replenishes petty cash fund.

            -Monitors daily bank balance for cash positions.
            -Handles receipting and collection functions.

            -Handles disbursement functions when necessary.
            -Handles safekeeping/filing of all financial records, business permits and other documents.

ACCOUNTING ASSISTANT 

NINE DRAGONS ENTERPRISES, INC.

BOOKKEEPER



Pasig City, Philippines
November, 1999-January, 2001
Duties & Responsibilities:

-Prepares journal entries in the special books of accounts.

-Posts the journal entries to the general ledger.

-Prepares the monthly summary of sales and inventories.
-Performs duty of branch accountant in preparation of daily statement of condition and other function in her absence.
EDUCATIONAL ATTAINMENT
 
BACHELOR OF LAW
University of Nueva Caceres
Naga City,Philippines
March 25, 2007
BACHELOR OF SCIENCE IN ACCOUNTANCY
University of Nueva Caceres
Naga City, Philippines
March 27, 1999

GOVERNMENT EXAMINATION TAKEN:
           CIVIL SERVICE EXAMINATION
           Naga City

            November 8, 1998

            Remarks: PASSED
SEMINAR-WORKSHOP ATTENDED:


BASIC MEDIATION COURSE-BICOL 


Conducted by the: 

             SUPREME COURT OF THE PHILIPPINES


PHILIPPINE JUDICIAL ACADEMY


PHILIPPINE MEDIATION CENTER


Villa Caceres Hotel, Naga City, Philippines

November 12-15, 2007
 PERSONAL IDENTIFICATION:

BIRTH DATE


:
May 2, 1978
AGE



:
30 yrs. Old
CIVIL STATUS

:
Single
HEIGHT


:
5’ 4”
SEX



:
Female
CITIZENSHIP

:
Filipino
RELIGION


:
Roman Catholic
             VISA STATUS


:
On Tourist Visa
CHARACTER REFERENCES:
                    Available upon request
