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CAREER GOAL

______________________________________________________________________________

Seeking a Secretarial/Bookkeeping position in which I can utilize my extensive office management, communication, and accounting skills to benefit the organization.

EDUCATION

Centro Escolar University

Km. 40 Mc Arthur High way, Longos Malolos, Bulacan, Philippines
Bachelor of Science in Business Administration



Major in Management (2005-2009)

· Leadership Awardee
WORK EXPERIENCE

BOOKKEEPER 
(May 3, 2010 to September 18, 2015)
Michelangelo, Inc. (Sbarro “ Fresh Italian Cooking”)

Sbarro Philippines Rodriguez Group, Quezon City, Philippines

Duties and Responsibilities at Back Office
· Record day to day financial transactions and complete the rearrangement process
· Verify that transactions are recorded in the correct  ledger
· Bring the books to balance stage
· Perform partial checks of the posting process

· Complete tax forms

· Enter data, maintain records for financial statements

· Process accounts receivables/ payables.

· Prepare daily sales summary for different store branches.

· Prepare and send  weekly sales report to the International Main Office (New York City, USA)

· Prepare Book of Monthly Cash Receipts or Monthly Sales Report of Sbarro's different store branches 

· Prepare payment for stores rental

· Secure copies of monthly report for Daily Cash Control Sheet from different 

store branches

· Audit different store branches.
SECRETARY/ ENCODER (September 3, 2009 - April 30, 2010)

Chemitron Enterprises Inc., Quezon City, Philippines

Duties and Responsibilities:

· Produces information by copying, editing, retrieving, formatting, inputting, and transmitting text, data, layout  and graphics

· Organizes work by reading and routing correspondence, collecting information, initiating telecommunications

· Monitors company schedule by maintaining calendars for services to clients, arranging meetings, conferences, teleconferences, and travel

· Provides historical reference by utilizing filing and retrieval system

· Prepares report by gathering information

· Secures information by completing and saving backups

· Maintains customer confidence and protects operations by keeping information confidential

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.
· Maintains technical knowledge by attending educational workshops
· Contributes to company effort by accomplishing related results as needed.
ENCODER (May 2, 2009 - August 30, 2009)

Meson Marketing (Dealer Information System - San Miguel Brewery, Inc.), Bocaue, Bulacan, Philippines

Duties and Responsibilities:

· Encode purchases from San Miguel Brewery, Inc.

· Encode daily sales of wholesalers/retailers

· Monitor and update the customers list

· Monitor and check the daily inventory

· Monitor the forecast and sales to date

· Prepare the dealer sales monitoring reports and outlet daily sales for submission to San Miguel Brewery, Inc. Bocaue, Bulacan branch office

OFFICE ASSISTANT - ALUMNI DEPARTMENT (2007-2008)

Centro Escolar University,  Malolos, Bulacan, Philippines

Duties and Responsibilities:
· Prepare and maintain a variety of records and reports related to assigned activities

· Develop spreadsheets and generate various computerized lists, documents and

reports

· Provide public relations and liaison services

· Assist students and all associates of the school
· Assist in the preparations of the school activities/programs
· Assist in the preparations of yearly audit
· Provide secretarial assistance to various school site faculty and staff as required

· Perform other duties and responsibilities as required by the immediate head as deemed necessary.
TRAININGS & SEMINARS ATTENDED________________________________________________

How to Handle Stress Management

John Lopez 
July 23, 2015

The Cashier Training Program 

Mr. Adriane Elisan

June 26, 2011

Public Administration: In Local Health Unit

Victor Antonino R. Batanes M.D..,M.H.A

September 27, 2007

Public Administration: In Military Service

General Angelo C. Queding

August 2, 2007
Public Administration: Concepts and Principle in its Actual Practice

Atty. Marcelo S.P. Mendoza

July 19, 2007
SKILLS & QUALIFICATIONS

Skills: 

-Proficiency in Microsoft Word, Microsoft Excel, Microsoft Power Point


- Knowledge in operating office equipment

- Fast learner


- Can work under pressure

- Ability to operate POS (Point Of Sales) 
Languages adept: 

English and Filipino 

PERSONAL BACKGROUND:_____________________________________________

Sex

: Female

Civil Status
: Single

Birthday
: October 26, 1988

Place of Birth
: Partida Norzagaray, Bulacan, Philippines
Nationality
: Filipino

