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CV NO: 138810
PROFILE:
General Accounting & Bookkeeping, Human Resources, Administrative/Secretarial, Sales and Customer Service Support with a verifiable record of working experience and accomplishments that spanned more than twenty years. Very fluent in English command both verbal and written communication, very accurate in alpha numeric, strong attention to details, organize, trustworthy, hardworking, effective problem solver, efficient, prioritize and manage heavy work flow with minimal supervision, able to work alone and a very good team player with a good positive attitude, solid computer skills and knowledgeable with the use of different office equipments.
SKILLS SUMMARY:
· Proficient in Microsoft Office Outlook, Words, Excel, Windows
· Proficient in OSAS (Open System Accounting Software)
· Proficient in full cycle General Accounting processing from journal entry, posting, G/L, A/R, A/P, Payroll, Inventories, Bank Reconciliations, Disbursements, Cash Flow Projections and Depreciation Schedules.
· Monthly and Year End preparation of Financial Statements and Profit/Loss
· Multi-State preparations and filing of Federal, State and City Income Tax, Withholding Tax, Sales Tax, W-2’s & W9s
· Administrator of Company’s Health and Dental Insurance, Retirement Funds for all employees
· Human Resources Specialist and Assisted the VP of Operation on day to day function
· Sales and Customer Service Support
· Acted as collection agent
· Acted as Purchasing agent
· Administrative duties,  Secretarial and front desk functions
· Ability to maintain strict confidentiality, professionalism and integrity  
· Office Management, Records and Database System
WORK EXPERIENCES:
Office Assistant/Front Desk – (March 2015 – July 2015)
Dumbaugh Insurance, Mt. Vernon, Ohio, USA
· Front Desk functions and Customer Service task, such as greeting walk-in customer, helping with the customer insurance question and inquiries. Answer all incoming phone calls and direct to the specific account manager and/or insurance Agent
· Digitized scanning of insurance document and save it in client files and folders
· Research work, electronic filing, data entry, typing correspondence, record maintenance
· Pick up and Drop off daily mails, ordering office supplies and office errands as it needed
· Printing weekly renewal report and update any changes such as decrease/increase of premiums and inform the manager
· General office functions and miscellaneous task per supervisor instruction
Avon Beauty Products – Sales Agent/Consultant (Sept 2010 – Jan 2015
Independent Sales Distributor
· Locate new and potential clients/customers through referrals, direct advertising, walk-in sale, online, e-mails and telephone calls.
· Prepare and distribute catalog and booklets to establishment and offices for direct selling
· Attend seminars in order to learn a new approach or techniques to increase sales
· Attend regular On-Site training to familiarize and gain more knowledge about the products
· Taking orders, preparing products for shipment, mailing labels, invoicing, deliveries and collections
· Weekly inventory of stocks
· Monitor pricing of products such as mark downs, discounted items and discontinued products
· Set up a booth and displays of products at an event or show
· Overall in charge of the paper works processing and posting of collections
· Arrange and making payments of accounts payable
Accounting Supervisor/HR Assistant (Feb 1998 – June 2010)
Potemkin, Mt. Vernon, Ohio, USA
· Responsible for general accounting processing from posting to monthly closing of nominal books
· Preparation of financial statements, Bank Reconciliation, adjusting entries
· Weekly audit of employee’s times sheet and time card for payroll purposes
· Preparing weekly, semi-monthly and monthly payroll
· Auditing of vendor codes, pricing, freight charges for accuracy
· Daily checking of Sales order, Sales invoices before shipping out
· Direct contact with the suppliers for price arrears and adjustments
· Collections of all accounts receivable, payment posting, and making deposits
· Weekly reports and Aging of Accounts Receivables and Accounts payable
· Provide direct support to project engineers in terms of parts costing, expediting delivery dates of parts and status of projects due dates and deadlines
· Weekly run of accounts payable checks and mail to suppliers/vendors
· Monitoring flow of inventories and costing for accurate pricing
· Preparing, filing and paying employee withholding taxes, city and state income tax
· Locating and setting up credit terms to new suppliers
· Process new customer information, input in the database and setup contact person for collection, credit limit, terms of payment
· Making monthly schedules and payments by company loans, mortgages and line of credit
· Maintain records and schedules of all equipments, machinery depreciation
· Supervising and Coordinating subordinates to ensure smooth work flow
· Assist in interviewing, hiring and training new office employees
· Fill in for the receptionist, answer phone, direct calls, preparing purchase order and sales order
Proof Operator (Oct 1993 – Feb 1998)
First Knox Bank, Mt. Vernon, Ohio, USA
· Operate, run and process digital sorter imaging machines
· Scan all negotiable instruments, processed teller transactions coming from ten inter-branches
· Key punch, data encoding, daily balancing and reconciliation
· Process and prepare end of the day work to be sent to the federal reserve
· Printing, sorting, stuffing and mailing of monthly bank statements for personal and business customers
· Research transactions coming from branches and/or operations supervisor
· Coordinate work flow within the department and assist where help is needed
· Maintain office supplies stocks and replenish what is needed
Branch Manager (Jan 1990 – Mar 1992)
SD-5 Car Air-Conditioning Sales & Service, Manila Philippines
· Manage 9 staff/employees under my direct supervision
· Locate and market new suppliers as well as new customers
· Maintain and meet monthly sales/income quotas
· Prepare driver daily delivery schedule route for customers
· Maintain cleanliness of the facility and provide outstanding service to the customers
· Monitor store inventories and stock pricing, making sure inter-branches have enough supplies of parts and products
· Schedule weekly meeting with the staff to make sure we follow company protocol, find ways to improve service, meet monthly goals and maintain good working relationship with all employees
· Monitor A/R & A/P to ensure all accounts are current and within assigned terms
Accounting Staff (Apr 1986 – Dec 1990)
Philippine Auto Rallye, Manila, Philippines
· Daily recording, posting of transactions to G/L accounts
· Posting payments and collections and updating A/P & A/R
· Payroll preparations, withholding tax remittances
· Monthly physical inventory of parts, supplies, price costing using the FIFO accounting method
· Month end closing of books, making adjusting entries and preparation of financial statements, cash flows, bank reconciliation
· Weekly Aging of A/R and A/P
EDUCATION:
· American Institute of Banking – First Knox Bank (In-House Seminar Schooling)
Mt. Vernon, Ohio, USA
· COTC – Microsoft Office Specialist (Word, Excel, Outlook)
Mt. Vernon, Ohio, USA 
· KNOX COUNTY CAREER CENTER - Business Office Career Course
Mt. Vernon, Ohio, USA 
· MLQU UNIVERSITY – Bachelor of Science in Commerce – Accounting Major
Quiapo, Manila, Philippines
· POLYTECHNIC UNIVERSITY – Business Office Administration – Secretarial Major
Sta. Mesa, Manila, Philippines
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