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OBJECTIVE:

To seek a position in the accounting field where excellent analytical and technical skills can be utilized to improve not just the company’s profitability but also my profession as a whole.
PROFESSIONAL PROFILE:

· Eager to learn with the ability to learn quickly.

· Have a sense of responsibility and self-motivation.

· Good team player with sense of process leadership.

JOB EXPERIENCE:


POSITION TITLE


Finance Analyst – Accounts Payable

DATE JOINED



July 2, 2012 to April 15, 2015

INDUSTRY



Energy (Shared Services)


SPECIALIZATION


Finance – Accounts Payable

· Adhere to Chevron’s Tenets of operation with work based on company’s value for safety.

· Acts as a Subject Matter Expert (SME) for Invoice Processing (IP).
· Handles account reconciliation of corporate suspense accounts and discount clearing accounts and ensures that these are booked properly to its corresponding expense/income accounts.

· Identified as a Critical Processor for BCP situations.

· Monitor and answer correspondents in the group mailbox.
· Invoice processing and payment for all Operating Companies (OpCo’s) under Chevron in SAP FI and MM module.
· Ensure that inter-company transmittals are sent and cooperate with inter-company accounting in booking expenses related to the invoices processed by the team. This will include clearing inter-company settlement imbalances.
· Expense reporting for communication expenses of North America P-card transactions.

· GL monitoring (clearing).
· Tester – User Acceptance Testing (UAT) for new processes and/or system.

· Acts as the Ergo and Safety Champ.

· Team monitor for emergency evacuation.

· Member training team for process migration during AP Optimization.

· Supplier Relations Team – acts as a liaison for Chevron Suppliers and Business Units for Invoice payment and status inquiries.


COMPANY NAME


JPMorgan Chase & Co.


POSITION TITLE


Operations Specialist II

DATE JOINED



March 25, 2010 to June 30, 2012

INDUSTRY



Banking and Finance (Shared Services)

SPECIALIZATION


Account Servicing - Reconciliation

· Reconciliation of default accounts.

· Loss Analysis of foreclosed accounts.
· Point of Contact (ad hoc functions)

· Handles attendance monitoring

· Handles inventory management
· Complete monitoring of team quality and productivity performance

· Generally handle rebuttal for quality

· Handles calibration calls to onshore counterparts

· Serves as a Operation Support for side-by-side training of new hires  (similar to a function of a Job Coach)
· Issues immediate resolution in the absence of team lead

· Handles monitoring and approval of system and work downtimes.
· Preparation of Daily End of Day Production Reports for onshore counterparts.
· Member of the pioneering team of RFS Home Lending Default Reconciliation and Loss Analysis Manila
· Tester – User Acceptance Testing (UAT) for new processes and/or system.


COMPANY NAME


Banco De Oro Universal Bank


POSITION TITLE


Product Services Assistant 3

DATE JOINED



November 2, 2006 to March 24, 2010

INDUSTRY



Banking and Finance


SPECIALIZATION


Billing & Collection, MIS Report, Settlement & 






Adjustment, Reconciliation
· Handle billing and collection of specific Cash Management Products (Transaction Banking Group/TBG)
· Preparation of Management Information Systems Report for the management team.
· Settlement and adjustment of various bank products and services.

· Inter-network settlement of fees and charges.

· Product Accounts Reconciliation.
· POS-ATM Chargeback of successful debit card transactions.
· User Acceptance Testing (UAT) of existing and new TBG products and services

· Supplies officer.

COMPANY NAME


University of the East - Dept. of Libraries

POSITION TITLE


Library Assistant (Working Scholar)


DATE JOINED



November 2002 to May 2005


INDUSTRY



Education/Library


SPECIALIZATION


Personal Service

· Assist in the lending and returning of books.

· Make simple repair and binding of books.

· Prepare clippings for the vertical file collection.

· Help in maintaining magazines/newspapers display.

EDUCATIONAL BACKGROUND:


MAJOR



Bachelor of Science in Accountancy


UNIVERSITY


University of the East Caloocan


GRADUATION DATE

May 2006

SKILLS:

· Knowledge in MS Office (MS Word, MS Excel, MS PowerPoint) 

· Theoretical background in Computerized Accounting System and Computer Assisted Audit Tools and Techniques (CAATT’s).

· Knowledge in US GAAP.

· Knowledge in US withholding tax (1042 and CA tax), sales tax and use tax, and 1099 reporting.

· Knowledge in basic SAP application for an energy company.

· Knowledge in  IBM AS400.

· Knowledge in process migration, procedure documentation and time and motion study (business analyst functions).
PERSONAL INFORMATION:


NATIONALITY

 
Filipino


DATE OF BIRTH


March 14, 1985

PLACE OF BIRTH

Tanauan, Batangas

RELIGION



Roman Catholic

SEX




Male

HEIGHT



5’4”

WEIGHT



160 lbs.





CIVIL STATUS


Single

