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OBJECTIVES
· To obtain a position that will enable me to use my strong organizational skills, educational background and ability to work well with people.
· My goal is to become associated with a company where I can utilize my skills and gain further experience while enhancing the company’s productivity and reputation.
SUMMARY

· Computer literate (Microsoft: Office,Excel, PowerPoint)
· More than 10 years of progressive in Government Accounting and Auditing, Bookkeeping ,Human Resource Personnel in Sales and Marketingexperiences

· Diploma in Bachelor of Science in Commerce, Major in Management in Notre Dame of Tacurong College, TacurongCity, Philippines.

WORK EXPERIENCES:

Department of Public Works and Highways(DPWH)
Commission On Audit 

Office of the Auditor

Davao del Sur District Engineering Office

Digos City, Philippines     

September 25, 1999 – December 31, 2001
Position:   Auditing Clerk

· Assist in the post audit of the agency’s transactions
· Assist in the Reconciliation of the financial reports
· Assist in the Audit of Bank Reconciliation Statement
· Assist  the Auditor to  conduct of Cash Examination

· Assist in the preparation of Auditor’s monthly reports 

· Encode, sort outgoing/incoming communications

· Performs other related tasks that the Auditor might assign from time to time
Department of Education (DepEd)
Commission On Audit
Office of the Auditor
Division of Davao del Sur


Digos City, Philippines   

January2, 2002 – October 22, 2005
Position:   Auditing Clerk
· Assist in the post audit of the agency’s transactions

· Assist in the Reconciliation of the financial reports
· Assist in the Audit of Bank Reconciliation Statement

· Assist  the Auditor to  conduct of Cash Examination

· Assist in the preparation of Auditor’s monthly reports 

· Encode, sort outgoing/incoming communications

· Performs other related tasks that the Auditor might assign from time to time.
Department of Education(DepEd)
Budget and Finance Section
City Schools Division of Digos


Digos City, Philippines   

October 23, 2005 – March 31, 2008
Position:   Accounting Clerk

· Recording of cash & checks disbursement

· Ensure that all disbursements must have supporting documents

· Ensure that all cash must be deposited & collected

· Provide information to the external accountant who creates the company’s financial statements

· Preparing forms and monthly reports

· Reporting to the Accountant for agency’s transactions
· Provide clerical and administrative support to management as requested
· Conduct periodic reconciliations of all accounts to ensure their accuracy
Sky Wealth Land Holdings, Inc.
# 74 Tomas Morato Avenue

Quezon City, Philippines

Septepber 2009 – December 31, 2013
Position:Human Resource for Sales and Marketing

· Post recruitment on selected job 
· Assist to conduct preliminary interviews and coordinate hiring with managers responsible for the making the final selection of candidates

· Answers clients query regarding concerns with their units locations and prices

· Answers phones, e-mails, book appointments and clients records.
CHARACTER REFERENCE:  Available upon request

I certify that the above information is true and correct.

____________________________

