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PROFILE:
I have 11 years experienced which include Accounting Clerk, Personnel In-charge, Loan and Mortgage Officer.
I'm a self-motivated person and have the value of hardwork, professionalism, integrity and loyalty, and believed that
an aspiring individual should be governed by these values, in order to succeed and achieve personal goals.
A seasoned professional who is a fast learner, adaptable in any assigned task, and expert in prioritizing duties. 
Dedicated and with excellent analytical, problem solving, organizational, coordination, and time management skills. 
Well versed in Microsoft Excel, Word and PowerPoint application. A hard worker who can work under extreme 
pressure& meet deadline without sacrificing quality. Performs a range of general clerical, accounting and 
bookkeeping support functions in an organization.
OBJECTIVE:
To be able to accomplish a Position where my skills, capabilities, experience and accomplishment will allow myself
for the opportunity related with career expertise and also to be able to exceed to the high standard of 
professionalism& quality service for the organization I may be associated with.
PROFESSIONAL EXPERIENCES:
2012 – 2014
Accounting Clerk
Duties and responsibilities:
· Assist in month end reporting procedures 
· Process accounts payables and receivables as needed.
· Perform filing and general administrative tasks 
· Cashiering
· Compile and sort invoices and checks.
· Check inventory
· Prepare and submit customer invoices 
· Code, post and receipt payments
· Prepare and coordinate deposit activities
· Monitor customer accounts for non-payment and delayed payment
· Check, verify and process invoices
· Sort, code and enter accounts payable data
· Analyze discrepancies and unpaid invoices
· Maintain vendor files
· File and tally deposits.
· dealing with sales invoices, income, receipts and payments
· arranging purchase orders
· preparing wages and managing claims for expenses
MINDANAO SOLIDMARK INCORPORATED, Cagayan de Oro City                               
2005 – 2012
Accounting Clerk
Duties and responsibilities:
· Assist in month end reporting procedures 
· Code, post and receipt payments
· Prepare and coordinate deposit activities accounts payables and receivables as needed.
· Perform filing and general administrative tasks 
· Cashiering
· Compile and sort invoices and checks.
· Check inventory
· Prepare and submit customer invoices 
· Monitor customer accounts for non-payment and delayed payment
· Check, verify and process invoices
· Sort, code and enter accounts payable data
· Analyze discrepancies and unpaid invoices
· Maintain vendor files
· Petty Cash
PALANA GROCERS INCORPORATED, Cagayan de Oro City                                                                                
2002 – 2004
Personnel In-charge
Duties and responsibilities:
· Perform accounting and clerical functions to support supervisors.
· Issue checks for accounts payable.
· Maintains accounting records by making copies; filing documents.
· Check inventory
· Compile and sort invoices and checks.
· Issue checks for accounts payable.
· Record business transactions and key daily worksheets to the general ledger system.
· Record charges and refunds.
· Support accounting personnel.
· Input type vouchers, invoices, checks, account statements, reports, and other records.
· Work with adding machines, calculators, databases and bank accounts.
· Process bills for payment.
· Arrange for money to be delivered to bank.
PAGIBIG FUND – (Home Development Mutual Fund), Cagayan De Oro City                     
2002
Loan and Mortgage (6 Months)
Duties and responsibilities:
· Responsible in  processing of all accounts payable
· Contact individuals with delinquent accounts.
EDUCATION:
BACHELOR OF SCIENCE IN ACCOUNTANCY     
1998 - 2002
Capitol University, Cagayan de Oro City, Philippines
COMPUTER SKILLS:
· Microsoft Office
· Easy Online
· SAP
· PuTTY
PERSONAL BACKGROUND:
Nationaliy:    Filipino
Gender:        Female
Status:          Married
Age:             33
Visa status:  Visit visa
