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OBJECTIVE: 
To impart my knowledge and experience in administration, purchasing & accounting function and utilize them to the fullest.

WORK EXPERIENCES:    
Top Star Security Services Corporation 

77 Alpha Bldg. B. Serrano Ave., Q.C. Philippines
May  2008 – June 2012
Paymaster/Disbursing Officer
· Prepares the payroll report of office personnel and guards, prepares the payroll through ATM and cash advance reports being submitted to the bank, prepares the cash salary of office personnel & guards;
· Prepares the Aging of Collection Report, prepares the semi-monthly/monthly billings, check/monitors the payment of clients, 
· Performs such other duties that may be assigned by the Supervisor as exigencies of the service may require.
July 6, 2001 – May 1, 2008              
Assistant Personnel Officer
     
· Prepares Monthly Report of guard's disposition submit to PNP-SAGSD and monthly duty detail order of guards in the detachment 
· Screening of applicants and conducts initial interview and issued duty detail order to guards pertaining to new assignment
· Monitoring of detachments operations and relay to the Personnel Officer for action, implement rules to guards before transacting business to the office, like checking their appearances and grooming.
· Prepares other duties that may be directed by Personnel Officers, Operations Manager, like typing or encoding.
Janito Corporation San Juan, M.M.

Sept. 2000 - July 2001 
Purchasing/ Import Officer 

· Canvassing materials and services needed by the factory to ensure on-time delivery of materials as per schedule of inventory and production section. Coordinate with research and development with regards to product improvement.
· Prepare and process Letter of Credit application. Coordinate with Supplier, Bank, Shipping Agent, Broker and Warehouse Receiving Officer for on-time delivery of goods. 
May 2000 - Sept. 2000
        

Accounting Clerk (Credit & Collection Dept.)

· Update collection and sales projection of agent, prepare of swapping slip and return goods slip, prepare delivery receipt and sales invoice, prepare and post area manager daily orders.
Masagana Telamart, Inc.

Trida Bldg. Taft Ave., cor.T.M. Kalaw St. Ermita, Manila, Philippines
June 1999 - December 1999      

Accounting Clerk/ Typist
· Typing of cash vouchers, controlling of cash voucher
· Filing of cash voucher, encoding of purchases and sales

TRAINING/ SEMINAR ATTENDED:
· Financial Accounting & Financial Statement Appreciation Immaculate Concepcion College Boac Marinduque, Philippines
EDUCATION:

Bachelor of Science in Commerce – Management
· National University (1996-1999)
551 M.F. Jhocson St. Sampaloc Manila, Philippines
· Santa Cruz Institute (1995-1996)
Sta. Cruz Marinduque, Philippines 

High School
Santa Cruz Institute (1991-1995)

Sta. Cruz Marinduque, Philippines
Elementary

Gabaldon Elem. School (1985-1991)

Sta. Cruz Marinduque, Philippines
KEY SKILLS:   
Knowledge in MS Excel, MS Word, PowerPoint etc.
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