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Objective:    To work in a company where I can practice my field and build a career where I can use my       


        potentials and abilities to the fullest. To develop further my talents and skills for continuous

        career growth.

Work Experience:
International Inc.
September 8, 2012-May 19, 2015

Accounting Staff-Accounts Receivable

Duties and Responsibilities:

· Receive checks collected by salesman and collectors from customers.

· Prepare summary of checks to be deposited in company’s BPI bank account.

· Prepare weekly overdue response report.
· Reconcile customer accounts for short payments, overdue for fully unpaid invoices, outstanding balances.

· Follow up salesman, collectors and customer regarding overdue invoices.

· Posting collection to SAP.
· Posting and clearing of expanded withholding tax in SAP.

· Prepare monthly statement  of accounts for my assigned customers.

· Attend to phone and mobile queries related to my assigned duties and

responsibilities.

Avida Land Corporation

Ayala Group of Companies
1F Malugay Street, 
Ayala Avenue, Makati City

Philippines

Accounts Specialist/Indexer/Billing Staff

November 3, 2010-February 2012
· Maintain Customer  file of buyer’s/owner’s condo and residential units purchased.
· Monitor post dated checks issued by  buyer’s to be deposited timely in  the bank.
· Prepare billing statement.

I-Fashion Marketing Company

#57 Amang Rodriguez Ave.

Barangay Dela Paz, Pasig City

Philippines

November 16, 2009-June 29, 2010

Accounts Receivable Staff 

· Post collection in SAP
· Prepare weekly statement of account.

· Maintain files, details of payment.

Nestle Philippines Incorporated


#31 Plaza Drive, Rockwell Center

Makati City, Philippines

September 8, 2003-December 31, 2005

Indexer

· Encode details of payment in SAP.
· Maintain and Retrieve sales Invoices.

              Jollibee Food Corporation (Fast Food  Restaurant)
             D & E Building, Corner Roces Avenue

             Quezon City, Philippines

             December 05, 1998- May 05, 2000

             Service Crew

· Cooking and prepare customer’s order
· Cleaning and washing kitchen utensils

· Taking customer’s order

· Mapping the floor



· Assist other co-workers when help is needed

Education:

               Tertiary/College:
Philippine School of Business Administration


1029 corner Aurora Boulevard, Quezon City

Philippines


1996-2002


Bachelor of Science in Business Administration-Major inManagement


Bachelor of Science in Accountancy
              Secondary:


Cagayan National High School


Tuguegarao City


Philippines


1992-1996

              Primary:
Pallua Elementary School


Pallua Sur, Tuguegarao City


Philippines


1986-1992

Honors/Awards & Achievements:     

              4th Place Math Departmental Examination (College)

              Honor Student

Other Personal Data:

Birthdate: May 09, 1979


Birth Place:  Tuguegarao Cagayan, Philippines


Civil Status: Single

Religion:  Roman Catholic

Language Spoken: English, Tagalog


Computer background:  SAP, Oracle, MS Word, MS Excel, Access 2000
Other Qualifications:


Accounting knowledge and Skills, cooking, baking, and customer service.

I hereby certify that all information stated above were true and correct.

