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To be a part of an organization where I can be of significant contribution by making use of my acquire knowledge, skills and experiences.
JOB EXPERIENCES

Accountant

December 26, 2011 to  October 15, 2012
Manila, Philippines

· Attend to prepare, examine, and analyze accounting records, financial statement, and other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards
· Compute taxes owed and prepare tax returns, ensuring compliance with payment, reporting and other tax requirements. Analyze business operations, trends, cost, revenues, financial commitments and obligations, to project future revenues and expenses or to provide advice. 
· Report to management regarding the finances of establishment. Establish tables of accounts, assign entries to proper accounts. Develop, maintain, and analyze budgets, preparing periodic reports that compare budgeted cost to actual costs.
·  Develop, implement, modify, and document recordkeeping and accounting system. Survey operations to ascertain accounting needs and to recommend, develop and maintain solutions to business and financial problems.

LBC DEVELOPMENT BANK
Human Resources Associate




December 2003 to September 2011 
Makati City, Philippines
I. RECRUITMENT
· Screen, administer IQ Aptitude test and prepare personality evaluation report of applicants

· Schedule applicants for in –depth interviews and prepare interview record forms

· Prepare appointment papers, monitor submission of requirements and conduct HR orientation of newly hired personnel.

· Send out background investigation forms for hired personnel

· Coordinate with designated health maintenance for personnel annual physical examination 

· Prepare appointment papers of promoted personnel

· Schedule, process and assist club membership, trips, trainings, among others

· Submission of report of employees to Government agencies like SSS, Philhealth & BIR.

· Prepares job advertisement material for ad placement in newspapers
· Prepares memorandum to employee base on company policies and regulation.
II.   BENEFITS
· Prepares the employment contracts of the newly hired employees and endorses the same to President for signature
· Facilitates signing of contracts for the newly hired  employees, encodes and files the same to the corresponding 201 file
· Responsible for processing of documents for  the newly hired employees

· duly signed BIR/SSS/Pag-Ibig/Philhealth forms  which will be endorsed to the  corresponding  above stated government agencies

· Prepares Notice of Personnel Action for employee movements (e.g. promotions, transfers, resignation)

· Conducts orientation on code of good corporate behavior
· Ensures the confidentiality of the 201 files and  keeps a well updated file
· Assist the HR Officer in preparation for the of Branch Initiated activities (sports fest, Christmas party & other programs)
· Responsible for the preparation and issuance of  Certificate of Employment for active and  separated employees of the bank
· Prepares the  Performance Appraisals of  the employees and ensures that they are distributed to their respective heads on a the specified time (usually issued on the last week of May)

· Follow through of the appraisals from the respective Division Heads
· Prepares the Summary Sheet for Salary Increase of the employees which are included to the Yearly Salary Increase.
· Prepares monthly HR reports, ensures accuracy and an updated file of all HR  reports

OTHER JOB POSITION WITH LBC DEVELOPMENT BANK
· Treasury Associate(June 2001 to December 2003) –Handle bookkeeping and reconciliation of dollar & peso transaction  and remittance schedule.
· ATM -Customer Service Associate(January 2000 to June, 2001)- Reconciliation of Automated Teller Machines account receivables and account payables. 
· Loans Bookkeeper (February 1997 to Dec 1999)-Handle loan booking & payments, reconciliation and monthly, quarterly and annual loan report including DOSRI.
PREVIOUS EMPLOYMENT

· TRANSPACIFIC TOWAGE (August 1996 to January 1997)-Disbursement Clerk
· RSS OUTDOOR ADVERTISING(March 1995 to July 1996) –Bookkeeper
· NBS Accounting & Co.(March 1994 to February 1995) – Accountant
· AMPCHEM INDUSTRY( Februaary 1992 to February 1994)-Secretary/Bookkeeper
OTHER SKILLS

· Computer literate – Microsoft Windows (Excel / Word / Power point / Accounting software)

· Bookkeeping, Accounting, 
EDUCATIONAL BACKGROUND
· Graduated in Masters in Business Administration at the International Academy of Management and Economics (I/AME) – 2004 

· Graduated in Bachelor of Science in  Accounting at Manuel L. Quezon University, Manila, Philippines– 1996
TRAININGS/SEMINARS ATTENDED
-
to be submitted upon request
PERSONAL DATA

Height


:
5’2”

Religion
    

:
Christian- Roman Catholic
Visa Status

:
Visit






