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A hardworking, highly-motivated individual that possess initiative to work as part of a team. Willing to learn and impart knowledge and skills to others in the company for it to reach its goals and objectives.

Employment was possible after college,  because of good academic records and discipline. Was able to experience working in a Construction Company, Gasoline Company , Hospital and to a Non-Government Agency.

Over 14 years of experience in the fields of Finance, Administration and Human Resource.
QUALIFICATION:

· With great attention to details and good analytical skills
· Able to work in a team, can motivate members to work for a common goal
· Resourceful and able to multi-task as needed by the company
· Can assert self for the betterment of the company’s goals
· Can work with minimum supervision 

2009-March 2013


Graduate of Bachelor of Science in Nursing 

Cordillera Career Development College


La Trinidad, Benguet, Philippines 2601

March 1995 - May 1999


Graduate of Bachelor of Science in Accountancy 

Saint Louis University


Bonifacio Street, Baguio City Philippines 2600

ELIGIBILITIES:



Nursing Board Exam Passer -  June 2013





ssued at: Baguio City, Philippines



IV Therapy Nurse 





Card number: 13-031295





Issued at: La Trinidad, Benguet, Philippines


National Certificate III




Bookkeeping





Technical Education Skills Development Authority (TESDA)

March 2008 – Present

External Bookkeeper/Auditor/Liaison Officer


Philippine Nurse’s Association, Inc., Baguio Chapter


Upper Session Road, Baguio City Philippines




Company Profile


A non-stock, non- profit corporation, established to give service to all nurses in Baguio City 


and nearby provinces. Members pay membership fees and are entitled to different benefits. 


Corporation is registered with the Securities and Exchange Commission and Bureau of 


Internal Revenue, requiring reports and updated records.




Job Description
· Prepares financial statements for external users
· Prepares monthly financial position for internal users
· Prepares quarterly financial reports for internal users
· Audits reports provided by association treasurer for verification
· Prepares summary reports of findings for the Board of Directors
· Communicates to different agencies (Bureau of Internal Revenue/Securities & Exchange Commission 
· Represents the association to bank concerns
· Performs other functions as deemed assigned by the President
March 13,2002 – March 31,2008



Payroll/Disbursement/Human Resource



Pines City Doctors’ Hospital



Happy Homes, Magsaysay Avenue, Baguio City




Company Profile


One  of the Private Tertiary Hospital in Northern Luzon, catering to different patients in the 


provinces. It has more than a 100 employees, composing of doctors, nurses, technicians and 


other allied medical profession. It is owned by Baltao group of Companies.



Job Description

· Prepares/computes payroll of regular and contractual employees for submission administrator

· Prepares reports on monthly basis for Social Security Services, Philippine Health Insurance Agency, Bureau of Internal Revenue
· Prepares reports for the accountant on  payroll summaries and analysis

· Communicates with the different suppliers regarding prices and product availability

· Prepares checks for payment to suppliers and employees

· Submits aging of accounts payable as needed by the administrator

· Schedules interviews for applicants to any position in the hospital

· Prepares contracts for newly hired employees

· Safekeeping of  201 files of all employees

· Prepares end of contract memos and termination letters

· Serves as the secretary to the hospital administrator

· Issues checks to stockholders and communicates with them as they visit the hospital

· Answers telephone for the administrator and prepares communication letters for external and internal users

· Communicates with the company lawyer, suppliers, doctors and other contacts of the hospital

· Answers the direct line of the hospital for any inquiries of outside customers

June 25,2001 – March 2002



Station Employee



Pines Caltex Service Station



Bonifacio Street, Baguio City, Philippines

Company Profile


One of the gas stations of Caltex in the Philippines, owned and managed by Tabanda, 


Incorporated. 




Job Description
· Prepares statements of accounts to customers on account
· Upkeep records of accounts receivables
· Updates sales journal 
· Renders encoding services to owner
April 2000 – June 2001



Administrative Officer



R.S. Tomas, Inc



#18 Bokawkan Road, Baguio City Philippines




Company Profile


A Manila- Based company specializing on construction of buildings. Had a project with 


Baguio Water District for the assembly and installation of meter boxes all over the city.



Job Description
· Maintains files and safekeeping of all important records such as time records, payroll, SSS and 201 files

· Upkeeps office, management and security

· Prepares and files correspondences

· Renders encoding and typing jobs

· Receives and files all relevant documents

· In-charge on the inventory control

· Prepares check vouchers

· Responsible for local procurement and disbursement

· Prepares financial statements as needed by the owner for evaluation of project

· Communicates with Engineers of Baguio Water District regarding project at hand


             Date of Birth : March 31,1978

             Civil Status    : Married 

             Nationality    : Filipino

             Under visit visa
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