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OBJECTIVE

My 18 years of professional experience has provided me the opportunity to develop into a productive and career-oriented individual. My prime qualities is a strong commitment in nurturing the company’s growth with both knowledge and wisdom, as well as my capabilities and achievements will prove my worth as an asset to any company.

PROFESSIONAL SKILLS

●
Organized, Efficient, Flexible & Dedicated

●
Trustworthy, Reliable and Dependable

●
Systematic with exceptional follow through abilities

OCCUPATIONAL EXPERIENCES





Philippines
PAYROLL/TAX ANALYST
	MACONDRAY PLASTICS PRODUCTS, INC.
	
	July 2014 - August 2015

	PAYROLL
· Validates Daily Time Accomplishment Report (DTAR) and data entry of DTAR to the payroll system.
· Ensures that cheque and bank listing are consistent prior to transmission to the bank.
· Expedites remittance of payroll related deductions of government statutory.

· Prepares all payroll payment requestsand related deductions to ensure accurate salary disbursements to employees.

· Undertakes accurate and final computation of gratuity of resigned and/or terminated employees.
TAX
· Prepares Monthly Withholding Tax report, Monthly VAT returns for Input and Output Taxes, Semi Annual & Annual Tax reports and submission to the Bureau of Internal Revenue.

· Perform other work-related activities necessary in effectively carrying out duties andresponsibilities.


PERSONNEL OFFICER
	MACONDRAY PLASTICS PRODUCTS, INC.
	
	October 2009 - July 14, 2015

	· Responsible in implementing and monitoring of all relevant government labor laws and regulations. 

· Maintains all payroll records such as Daily Time Accomplishment Report (DTAR), Daily Timesheets Report (DTR), Attendance Concern Slip (ACS), Leaves, Payslips and other payroll related records and documents.

· Implements changes in compensation, mandatory benefits and tax laws and regulations.

· Correctness and completeness of statement of account on Agency payroll (all 

outsourced).

· Preparation of employment contracts, Clearance and Waiver. 

· Preparation of Personnel and Payroll Change Memorandum (PPCM).

· Responsible in the design and management of health and welfare programs. Can include medical, dental and vision. Includes administration of legally mandated benefit plans (Workers Compensation Short Term Disability. Interfacing/negotiating managing vendors, providers outsourcers. Providing timely information on benefits and benefit changes to employees; responding to questions and inquiries.

· Timekeeping of Rank and File up to Supervisor personnel

· In-charged of Masterfile data of Rank & File up to Foremen personnel

· Administer and monitor the assessment of individual performance

· Administrative of Health Maintenance Organization (HMO)

· Preparation of Request for payment for  statement of account of Hospitals, Retention, Hotels, Agency payroll (outsourced)


ADMINISTRATIVE STAFF
	ALSONS SECURITY COMPANY – a division of C. Alcantara Group of Companies.
	
	July 2003 - August 25, 2009

	· Handle  payroll processing of 300  employees

· Maintenance of complete records of all company benefits such as:



1. Insurance

2. Medical Trust Fund

3. Vacation and Sick Leaves 


4. Mortuary Assistance

5. Medical Examination

6. Uniform Allowance

· File and maintain records of Rank & File employees

· Reconcile and verify all payroll inclusions/discrepancy and recommend solution to avoid error

· Take regular errands to government agencies



· Preparation of Personnel Action Form for newly hired employees

· Issuance of Medical Guarantee

· Conduct examination of applicants


ACCOUNTS PAYABLE CLERK
	C. ALCANTARA & SONS INC.  – a division of C. Alcantara Group of Companies.
	
	June 1997 - July 2003

	· Able to prepare and process  Check Vouchers of all payables
· Aging of payable accounts

· Reconciling of accounts 

· Maintains accounts payable files

· Process and follow up on rush items

· Proper monitoring of Trade payables, Accrued expenses 


SKILLS AND ATTRIBUTES
●
4 year degree in Accounting preferred
●
Ability to prioritized and to multi- task in a fast paced environment

●
Ability to handle confidential information in a discreet, professional manner

●
Able to meet deadlines

●
Able to find solutions under stressful situation

●
Always find criticisms as an opportunity to grow

●
Highly independent and with minimal supervision


EDUCATIONAL ATTAINMENT
Graduate -
Bachelor of Science in Management Accounting (1995) 
University of Mindanao, Philippines
PERSONAL VITAE
Nationality
: 
Filipino

Birth Date
:
07 January 1975
Gender
:
Female
