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OBJECTIVE:
To obtain a position which would allow me to use and develop in both strategic and creative sense of my learning’s in management, finance, and accounting while continuously contributing to the growth of the company.
WORK EXPERIENCED:
June 2014 to October 2015
Admin Aide I/Budget Officer
Isabela State University
San Fabian Echague Isabela, Philippines
Duties and Responsibilities:
· Regularly update/maintain financial statements for purpose of monitoring the status of the projects fund utilizations; 
· Provides Support to supervisor on various administrative matters and operations; 
· Maintains an overview of office responsibilities and deadlines, updates and evaluate 
· Departmental policies and operational procedures; 
· Assist in the recording of obligated transaction 
· Assist in Preparation of Financial Report; 
· Encode Reports and Other relevant Documents 
· Does Other Related Work in the Pursuance of above functions 
March 2014 to June 2014 Accounts Assistant
TSM GROUP OF COMPANIES
MST MARINE SERVICES (PHILS.), INC 1747-1751-1753 Dian St. Palanan, Makati City, Philippines
Duties and Responsibilities:
· Crew Wages/Disbursements for Assigned Vessels 
· Remits monthly allotments to respective allottees not later than 30th of each month. 
· Remits special MPO upon receipt of application request 
· Ensure that all vessel disbursements are properly and billed per vessel. 
· Prepares monthly statements of disbursements 
· Ensures timely submission of vessel statements to principals 
· Prepares and submits to principal P&I status and supporting invoices 
· Prepare schedule and monthly payment of retirement Fund and widow/ widower Survivorship Pension fund for approved CBA vessels. 
· Arrange quarterly payment of retirement fund, union dues (officers), NSA admin fee, Survivorship pension fund, Training levy and MAAP for approved CBA vessels. 
· Prepare schedule and provisions of retirement fund and widow/widower survivorship pension fund, training levy and MAAP for non-approved CBA vessels. 
· Coordinates with the crewing department regarding Filipino contracts of employment 
· Responsible for the recording of journal and adjusting entries to the assigned vessels 
· Prepares schedule of 828 crew ledger and POEA reports 
· Attends to inquiries of crew 
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· Implements the quality Management system in his/ her level 
· Performs other lawful orders as directed by the immediate supervisor and/or management 
November 2011 to February 2014
Finance Analyst
San Miguel Food Inc.
B-meg plant, Soyung Echague Isabela, Philippines
Duties and Responsibilities:
· Management accounts preparation; 
· Responsible to maintain accurate inventory and data information in SAP Business System… 
· Planning and budgeting; 
· Provide financial information service to management; 
· Prepares and updates of daily Accounts Payable; 
· Audit of Accounts payable and Inventory per Accounting Records 
· Versus the Original Receipts; 
· Prepares consolidating entries to accurately reflect total organizational financial position 
ELIGIBILITY:
Certified Bookkeeper
National Institute of Accounting Technicians
Date Passed: May 28, 2011
EDUCATIONAL BACKGROUND
COLLEGE EDUCATION
BACHELOR OF SCIENCE IN ACCOUNTANCY
UNIVERSITY OF LA SALETTE
Dubinan East Santiago City, Philippines
Year Graduated: October 30, 2011
SECONDARY EDUCATION
INFANT JESUS MONTESSORI SCHOOL
Malvar Santiago City
Year Graduated: March 2007
PRIMARY EDUCATION
ECHAGUE WEST CENTRAL SCHOOL
Echague Isabela, Philippines
Year Graduated: March 2003
PERSONAL INFORMATION

Age
: 24 years old
Civil Status
: Single
Citizenship
: Filipino
Visa Status
: Tourist Visa
References will be provided upon request.
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