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OBJECTIVE
A challenging and rewarding position within the private sector where prior experience, personal ability, and a commitment to professionalism would be of value. Position should allow for continued personal and professional growth commensurate with achievements.
SKILLS AND STRENGTHS

· Excellent oral and written communication skills (English, Tagalog)

· Great attention to details.
· Strong interpersonal and analytic skills.
· Computer literate (Microsoft Word, Excel, basic power point, Internet Explorer)

· Can work under pressure.
· Easily established rapport and easily to deal with the client as well as the member of the team.

· Multi tasking.
· Can work with minimum supervision.

PROFESSIONAL EXPERIENCE

Accounting Staff
Northern Zambales College
Masinloc, Zambales, Philippines
Oct. 2011 – January 2015
· Handle the administration of the electronic timekeeping system. Setup each employee, valid programs for each employee's charges, and ensure valid data transfers to/from payroll service.
· Establish/maintain employee records; ensure that employee changes are entered correctly and made on a timely basis.
· Compile and sort invoices and checks.

· Input type vouchers, invoices, checks, account statements, reports, and other records.

· Process bills for payment (Medical insurance, telephone bills, tax)
· Arrange for money to be delivered to bank.

· Utilize computer systems to run databases, pay bills and order supplies.

· Compile and sort invoices and checks.

· Prepares payroll and pay slips.
PRODUCTION OPERATOR

WISTRON (ACER)

SBMA, Olongapo City Philippines

April-December 2006

· Setup the production equipment and supplies before executing the job orders.
· Operate equipment safely and effectively for production processing. 
· Ensure that equipments are maintained in good and safe working condition. 
· Inspect equipment to identify any replacements, malfunctions and repairs. 
· Perform regular equipment maintenance to ensure production capacity and quality. 
· Provide assistance to junior operators in their assigned responsibilities. 
· Repair and clean the equipment when needed. 
· Work under the guidance of Supervisor to perform and complete the assigned duties in timely manner. 

EDUCATIONAL BACKGROUND
COLLEGE

BACHELOR OF ELEMENTARY EDUCATION (GRADUATED)





Northern Zambales College formerly Virgen Delos Remedios      




College
                                         Masinloc, Zambales

                                         April 2005
SECONDARY

NORTHERN ZAMBALES ACADEMY




Masinloc, Zambales





April 2000
PRIMARY

MASINLOC ELEMENTARY SCHOOL




Masinloc, Zambales

 
(March 1996)
PERSONAL INFORMATION



Gender
:  Female


Nationality
:  Filipino

Marital Status
:  Single


Religion
:  Roman Catholic

Date of Birth
:  June 5, 1983

Place of Birth
:  Masinloc, Zambales

Language
:  English/Tagalog
          Visa Status 
:  Tourist Visa
Reference Available upon request
