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Career

AR & Collection Clerk

Ignify Inc.

Net Square 2, 7th Floor, 3rd Ave. cor. 28th St.

Bonifacio Global City, Taguig

July 2, 2013 – July 31, 2015
Is in charge of entering day to day collection in the system; is in charge of monitoring the Accounts Receivables; is in charge of calling and e-mailing the clients for follow-up collection; is in charge of entering payables in the system; routinary clerical jobs and other related works as required.

Accountant


Euro-Therapeutics, Inc.

Rm. 306, National Life Insurance Bldg., 

6762 Ayala Ave., Makati City

January 3, 2011 – June 30, 2013

Is in charge of making and preparation of the invoices for delivery; is in charge of monitoring the sales and collection; is in charge of making the Accounts Receivables; is in charge of bank reconciliation; is in charge of preparation of VAT payables and preparation of FS; routinary clerical jobs and other related works as required.

Accounting Manager

Bestchoice Home and Office Furniture Inc.

#8 Arellano St., Bagong Barrio, Caloocan City

July 5, 2010 – December 15, 2010

Is in charge of monitoring the sales; deliveries and staffs; is in charge of Credit and Collection; is in charge of making invoices; is in charge of the entries of Invoices and payment on the collection jacket; is in charge of calling the customers regarding their due accounts and follow-up of collection; is in charge of reconciliation of accounts; routinary clerical jobs and other related works as required.

Accounting Assistant

Bestchoice Packaging Inc.





#8 Arellano St., Bagong Barrio, Caloocan City





September 28, 2009 – July 3, 2010
Is in charge of Credit and Collection; is in charge of the entries of Invoices and payment on the collection jacket; is in charge of calling the customers regarding their due accounts and follow-up of collection; routinary clerical jobs and other related works as required.

Accountant.


Western Caroline Trading Company
P.O. Box 280, Koror
Republic of Palau 96940




September 20, 2007 – May 7, 2009
Is in charge of Company expenses; is in charge of credit card bank reconciliation; is in charge of company uniforms & forms; routinary clerical jobs and other related works as required.

Accounting Assistant.
Reckitt Benckiser Phils., Inc.

22nd Floor Equitable Bank Tower

Paseo de Roxas, Makati City, Philippines




Under Bayanihan Placement & Management Services

December 28, 2006 – August 31, 2007
Is in charge of Accounts Payable; prepares all necessary vouchers, disbursements, issuance of checks; routinary clerical jobs and other related works as required.

Accounting Assistant.
EGL Eagle Global Logistics Phil. Inc.





Johann St., cor Pascor Drive, Bo. Ibayo




Sto. Niño, Parañaque City, Philippines




May 23, 2006 – December 27, 2006

Prepare checks for signature; is in charge of encoding of MC’s; prepares weekly disbursements; is in charge in online payment with ICTSI; routinary clerical jobs and other related works as required.

Accounting Clerk.

Century Canning Corporation





Bo. Tambler, General Santos City, Philippines




Under ANAD Manpower & General Services





May 9, 2005 – March 23, 2006

Is in charge of Raw Materials Local; prepares all necessary reports and JV’s; is in charge of the inventory of the raw materials every end of the month; routinary clerical jobs and other related works as required.

Encoder.


AFMJ Marketing





City of Koronadal, South Cotabato, Philippines




July 12, 2004 – February 15, 2005

Is in charge of receipts issuance on all deliveries; prepares all necessary reports such as weekly, monthly & quarterly reports on sales, PO and product monitoring; routinary clerical jobs and other related works as required.

Accounting Clerk.

Koronadal Agro Marketing





City of Koronadal, South Cotabato, Philippines




September 16, 2003 – May 15, 2004

Is in charge of receipts issuance on daily transactions; prepares daily inventory of stocks specifically on groceries; prepares salaries and wages of employees; prepares payables.

Production Clerk.

Lapanday Diversified Products Corp.




Tampakan, South Cotabato, Philippines




September 4, 2002 – June 15, 2003

Prepares all necessary reports such as daily, monthly and quarterly reports on sales, production, cost monitoring and field activities; assist in processing and packaging; routinary clerical jobs and other related works as required.

Personnel Officer.

Marvella Plaza Hotel





City of Koronadal, South Cotabato, Philippines




February 22, 2002 – August 31, 2002

Serves as the Administrative Officer; prepares purchase receipts; is in charge of property administration and records management of the office; makes necessary inter-department coordination specifically in terms of management and administration; takes charge of financial management and control system of the office; prepares notice of meetings; prepares salaries and wages of employees; is in charge of interviewing, giving of examination and hiring of applicants.

Core Training

· Bachelor of Science in Accountancy, Notre Dame of Marbel University

· Koronadal National Comprehensive High School

· Koronadal Central Elementary School

IT Skills
Microsoft Excel/Word, Aldus Pagemaker, Corel Draw 

Fox Pro & Triton System

Organizational Affiliations
· Member, Junior Philippine Institute of Accountancy (JPIA), 1995 – 1998

· Member, South Cotabato Federation – Junior Philippine Institute of Accountancy (SCF-JPIA), 1995 – 1998

· PRO, Honors Society, 1995 – 1996

· Member, Honors Society, 1994 – 1995 

Seminar/Training

· Human Relation at Work Seminar, conducted by EMMAUS ASSOCIATION, INC.

Personal


Date/Place of Birth
: June 17, 1977/Koronadal City, South Cotabato


Nationality

: Filipino


Sex/Marital Status
: Female/Married


Height/Weight
: 162 cm/56 kgs


Other Language
: Filipino and English

