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SHEENA M. GUILLEN
Sheikh Zayed Road, Dubai, UAE                                                     
Email Add: shingyice@gmail.com
Visa Status: Visit Visa
 SHAPE  \* MERGEFORMAT 



To render services to the company by imparting my knowledge and
experiences and to excel in whatever task that maybe assigned.

 SHAPE  \* MERGEFORMAT 



Iloilo Car Corporation
Nissan-Lapaz
 Spareparts Clerk/ Purchase and Admin Assistant (July 2010 –March  2014)
· Contact Customers for quotations

· Collaborate with other functions in spare parts development, sourcing and pricing.

·  Receives, stores, and issues spare and replacement parts, equipment, and expendable items used in repair or maintenance shop.
· Takes inventory of parts and equipment and maintains inventory records
· Sells auto parts to customers. 
· Obtains purchase order number from purchasing department and assigns identifying number.
· Compares invoices against requisitions to verify quality and quantity of merchandise received.
· Stores purchased parts in storeroom bins and issues parts to workers upon request.
· Keeps records of parts received and issued, and inventories parts in storeroom periodically.
· Coordinating between departments and operating units in resolving day-to-day administrative and operational problems
· Handle reception and admin duties, attend to telephone calls & visitors

· Arrange refreshment for meetings, mailing & postage, control stock of papers, stationeries, water bottles, office equipment supplies and grocery items, liaise with office equipment vendors for supplies, repairs & maintenance schedules

· Liaise with building maintenance on repairs & maintenance matters

· Occasionally run office errands, update, type and send out year-end greeting cards, and any other duties as and when assigned by GM (Admin).
Accounts Receivable Clerk ( March 2014- March 2015)
· Posts customer payments by recording cash, checks, and credit card transactions.

· Posts revenues by verifying and entering transactions form lock box and local deposits.

· Updates receivables by totaling unpaid invoices.

· Maintains records by microfilming invoices, debits, and credits.

· Verifies validity of account discrepancies by obtaining and investigating information from sales, trade promotions, customer service departments, and from customers;
· Resolves invalid or unauthorized deductions by following pending deductions procedures.

· Resolves collections by examining customer payment plans, payment history, credit line; coordinating contact with collections department.
· Summarizes receivables by maintaining invoice accounts; preparing reports
ON THE JOB TRAINING (November 2009 –January 2010 )

Land Bank of the Philippines

· Assist in bank to bank deposits and withdrawals (interbranch)
· Assist in  verification of  signature on checks
· Helps the supervisor in compiling information about new accounts, enter account information into computers, and file related forms or other documents.

· Discuss how to apply for ATM cards, direct deposit of checks, and certificates of deposit.
· Up-sell products that go along with accounts.

· Prepare forms for signature cards, cashier checks, drafts and money orders.

· Answer telephone and address inquiries.
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Bachelor of Science in Management Accounting
CENTRAL PHILIPPINE UNIVERSITY     (2006-2010)

Lopez Jaena St., Jaro, Iloilo City

· Member, Junior Philippine Institute of Management Accountants 

· Member, Iloilo federation of Junior Philippine Institute of Management Accountant

AWARDS/ACHIEVEMENTS

· Outstanding Valedictorian (Elementary 2001-2002)
·  With Honors( Secondary 2005-2006)
· Certificate of Eligibility- Philippine Civil Service-Sub-professional Level (March 9 , 2008)
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· Iloilo Student’s Alliance for Nature and Development
Artyhand
Iloilo Provincial Capitol Building
December 8, 2007
· Solid Waste Management Forum
Iloilo Provincial Capitol Building
December 8, 2007
·  Investment: An Opportunity Amidst Global Crisis
Central Philippine University
May 2009
· Pre- Employment Training Seminar
Central Philippine University 
February 26, 2010
· New Service Management Training
Universal Motors Corporation

June 17-21, 2013
· Nissan Aftersales Teambuilding
Nissan Philippines Incorporated

Bonifacio Global City, Taguig, Manila

January 24-25, 2015
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· Able to handle multiple costing projects independently according to tight deadlines;
· Able to communication with customer;
· Able to send out quotations to customers independently; 
· Pro-active, mature, independent work, result oriented, good presentation and negotiation skills;
· With good interpersonal skill and able to deal with customers and vendors;
· Hand on computer skills especially in using Word, Excel;
· Work under pressure and willing to work overtime;
· Willing to travel if needs to stay overnight as requested
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PAUL JOHN M. DE VENECIA
IT Support Engineer II

NOVEE JOY BELLOSILLO

Accountant
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OBJECTIVEdnsures productsWith Honors the above-mentioned statements are true and correct.
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WORK EXPERIENCESdnsures productsWith Honors the above-mentioned statements are true and correct.
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EDUCATION BACKGROUND





TRAININGS AND SEMINARSonors the above-mentioned statements are true and correct.
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SKILLS AND ABILITIES





REFERENCES








