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EMPLOYMENT HISTORY

ACCOUNTS ASSISTANT Hardware

Cebu City, Philippines April 1995-January 1998

Job Description / Duties and Responsibilities

❖
Responsible on Accounts Payables

· Processing and monitoring payments and expenditures.

· Receives and verifies invoices.

· Prepares Invoices and enter into the system.

· Run backup reports, run the weekly check run, make a record of checks.

· Mail out vendor checks, log checks into the log book and prepare manual checks.

· Maintain General ledgers, vendor files and monthly financial reports.

· Maintaining the payroll system.

· Supports the Accounting team by maintaining files and confidentiality of employee information.

❖
Responsible on Accounts Receivables

· Maintaining up-to-date billing system

· Follow up, collection and allocation of payments.

· Carry out billing, collection and reporting activities.

· Reconciliation of Accounts.

· Monitoring customer account details for non payments, delayed payments and other irregularities.

· Maintaining accounts receivable customer files.

· Investigate and resolve customer queries.

· Communicating with customers via phone, email or mail.

RESERVATION AGENT Titay's South Beach Resort

Cebu City, Philippines September 2000 - December 2000

Job Description / Duties and Responsibilities

· Registers guests into the hotel.

· Checks guests out of the hotel.

· Process customer payments.

· Responds to guest request promptly, promotes hotel & resort services and facilities.

· Books guest reservations and coordinates with reservation center.

· Handles accounting of money, receipts, guest accounts and other forms of credit.

· Answers calls and transferring of all interior and exterior calls.

REGIONAL SUPERVISOR / SENIOR APPRAISER Prime Asia Pawn & Jewelry Shop Incorporated

Mandaue City, Lapu-Lapu City, Mambajao Camiguin, Roxas City, Kalibo Aklan,Cagayan de Oro City, Iligan City (Philippines) January 2001- January 2011

Job Description / Duties and Responsibilities

· Compliance of the Operating Procedures.

· Enhancement of Over-all branch performance.

· Ensures attainment of area/branch performance targets by assessing viability and implementing control and monitoring system.

· Conduct skills assessment of branch staff in close coordination with Human Resources

· Review and recommend movements within the area.

· Reviews and confirm disciplinary actions for branch staff as recommended by branch Officer-in-Charge.

· Analyzes market forces based on Marketing group to determine market/customer profile of the covered branches.

APPRENTICESHIP Philippine National Bank

Cagayan de Oro City, Philippines October 1994 - March 1995

Job Description / Duties and Responsibilities

· Reconcile Bank statements

· Designated accounting to type of accounting prepared, such as Accounts -

Payable Clerk (Clerical); Accounts-Receivable Clerk (Clerical)

· Miscellaneous Remittance Clerk and Tax record Clerk.

TRANINGS AND SEMINARS

VALUES CLARIFICATION FOR PERSONAL AND PROFESSIONALEFFECTIVENESS SEMINAR/WORKSHOP

Cebu City, Philippines March 30, 2010

JUNIOR AREA SUPERVISORS

Cebu City,Philippines September 2, 2008

CUSTOMER CARE AND PERSONALITY DEVELOPMENT PROGRAM

Cebu City,Philippines April 29, 2005

PERFORMANCE COUNSELING AND PROGRESSIVE DISCIPLINE

Cebu City, Philippines March 10, 2005

ISO 9001:2000 COURSE

Iloilo City, Philippines February 19, 2005

BASIC SUPERVISORY SKILLS DEVELOPMENT PROGRAM

Cebu City, Philippines October 29, 2004

JEWELRY APPRAISAL AND PAWNSHOP OPERATION SEMINAR

Cebu City, Philippines June 21, 2002

SPECIAL SKILLS / INTERESTS

· Knows how to Appraise Jewelries

· Skilled in Customer Service

· Dynamic Team Leader

· High sense of responsibility

· Excellent skills in communication

· Good level of inter-personal skills and leadership

PERSONAL INFORMATION

Birthday       April 11, 1973

Birth Place:    Bago City, Negros Occidental, Philippines Sex: Female Civil Status: Single Nationality: Filipino

EDUCATIONAL BACKGROUND

Tertiary

Bachelor of Science in Commerce Major in Banking and Finance

Capitol University Cagayan de Oro, Philippines Graduated - 1995

Associate in Government Accounting and Auditing

Capitol University Cagayan de Oro, Philippines Graduated - 1992

ALL SCHOOL CREDENTIALS ARE DULY AUTHENTICATED BY DEPARTMENT OF FOREIGN AFFAIRS - PHILIPPINES AND EMBASSY OF THE UNITED ARAB EMIRATES - MANILA, PHILIPPINES.

Secondary

Southern de Oro Philippines College Cagayan de Oro City, Philippines Graduated - 1989

Elementary

Ma-ao Elementary School Negros Occidental, Philippines Graduated - 1985
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