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Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
POSITION APPLIED FOR: Accounting/Administrative Assistant
Objective:


I want to be part of the organization wherein I can share my ideas, skills, knowledge and experiences for its growth and development for our common good and success.

Work Experiences:
July 2012 to Jan. 2014

Accounting Staff
· Report of the collections, payments and petty cash flow of the Store
· Direct contact with the customer’s needs, requirements and other information related to the store.
· Daily records for the collections at books of accounts.
· Preparing monthly vat, quarterly income tax, withholding tax and annually income tax payments.
· Responsible for the employee benefits.
April 2010 to June 2012
Cashier  cum Receptionist




Mirabella Hotel 





Naga City, Philippines 

· Assigned as cashier and receptionist in a Hotel in Naga City
· Responsible in booking, check in and check out for everyday guest
· Report of the collections, payments and petty cash flow of the hotel
· Direct contact with the customer’s needs, requirements and other information related to the hotel services.
May 2009 – March 2010
Cashier




SM Department Store




Naga City, Philippines
· Assigned as cashier for a department store and in-charge of collecting money and for a day to day transactions of the store.
· Preparing the daily, weekly and monthly report of the collections of the store

· Monitoring the stocks movement, supplies and report to the logistics for replacement 

Personal Details:


Date of Birth:


July 24, 1989

Place of Birth:


Pili Cam. Sur, Philippines

Civil Status:


Single

Citizenship:


Filipino


Religion:


Roman Catholic

Identification Data:


Issue:



Legaspi City, Philippines

Visa Status:


Visit Visa
Educational Attainment:

1995- 2001
Elementary School



Mataoroc Elementary School
2001-2005
High School 



Pili Capital College
2005-2009
Bachelor of Science in Accountancy Major in Business Management

             University of Nueva Caceres

Skills and Interest: 
Knowledge in computer software applications, POS, windows professionals and power point and I am fun of reading and dancing.

References: Available upon request

