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Accounts/Admin Assistant/Receptionist
Contact Information
Career Objective: Seeking a challenging position in a well-established company where my Finance Management
Accounting education and experience will have valuable application.
Notice Period: Immediately
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Personal Information
Birth Date: 19 July 1989 (Age: 25)
Gender: Female
Nationality: Philippines
Residence Country: Dubai, United Arab Emirates
Visa Status: Visit Visa
Marital Status: Single
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Experience
Finance/Admin Executive
at Research Corporation Location: Philippines
Company Industry: Support Services
Job Role: Administration
November 2011 - September 2014 - review and verify invoices for payment processing/cheque preparation
· track expenses and process expense reports 

· reconcile accounts payable transactions 

· monitor accounts to ensure payments are up to date 

· research and resolve invoice discrepancies and issues 

· correspond with vendors and respond to inquiries 

· monitor customer account details for non-payments, delayed payments and other irregularities 

· generate and send out invoices 

· maintain accounts receivable customer files and records 

· maintain employees record 

· write business letters, reports or office memoranda 

Accounts Receivable In-Charge
at Bancon Marketing, Inc. Location: Philippines
Company Industry: Retail/Wholesale
Job Role: Accounting/Banking/Finance
April 2010 - September 2011 - Maintain up-to-date billing system
· Carry out billing/invoicing, collection and reporting activities according to specific deadlines 

· Reconcile and monitor accounts, customer account details for non-payments, delayed payments and other irregularities 

· Maintain accounts receivable customer files 

· Follow established procedures for processing receipts, cash collections and deposits 

· Communicate with customer’s inquiries and follow ups 


Education
Bachelor's degree / higher diploma , Bachelor of Science in Commerce, Major in Finance Management Accounting
at Carlos Hilado Memorial State College Location: Bacolod City Philippines
Completion Date : March 2010

Skills
Microsoft Word, Excel, Powerpoint, Publisher, eMail and Internet Application

Languages
English
Level: Expert
Filipino
Level: Expert

Training and Certifications
Empowerment Training (Training)
Training Institute: Bancon Marketing Date Attended: August 2011
7 Basic Habits of Highly Effective People (Training)
Training Institute: Bancon Marketing Date Attended: April 2010
