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OBJECTIVE:
Dedicated and motivated bookkeeper seeking for an Accounting and Administrative position to utilize the experience and knowledge I have acquired in my 3 years of experience.

EDUCATIONAL ATTAINMENT:
· College of Arts & Sciences of Asia and the Pacific, Philippines

Business Management Graduate

· Technical Education and Skills Development Authority TESDA, Philippines

Competent in Bookkeeping with 292 hours training

SKILLS & COMPETENCIES:
· Experienced and knowledgeable in accounting practices, accounting equipment and basic office procedures.
· Knowledge in record-keeping fundamentals, regulation of audit transaction, data processing transaction codes and basic arithmetic calculations. 
· Ability to manage sales invoice, receipts and efficient payment processing along with other entry duties with regards to internal as well as external customers. 
· Proficient in Payroll processing.
· Experienced in hiring and allocating personnel to our client and based project.

· Filing and process employee’s tax, insurance and benefits.

· Keep employee information by updating employment and status-change data.

· Contact and Negotiate Suppliers for purchases orders and make sure it deliver on time.

· Competent Bookkeeper in preparing financial reports.

· Well organize in work; answering the telephone; relaying messages; maintaining equipment and supplies.

· Excellent communication skills.

· Proficient in accounting software applications and Microsoft Office applications.

PROFESSIONAL EXPERIENCE:
Alta Negros Industrial Supply Corporation, Philippines

Accounting Assistant/ Bookkeeper, April 15, 2014- Present

· Responsible in processing and recording all daily office transactions and making sure all are accurate so that no problem will arise when it comes to reporting.
· Prepares and controls checks for signature and allocates them for payables and banking purposes.

· Issues and arranges invoices, makes purchases, vouchers and keeps track of overdue accounts.
· Inquire and purchase orders from various Suppliers.
· Prepares daily banking transactions, money allocation and bank reconciliation.
· Maintain company petty cash fund.
· In charged of computing and processing weekly and monthly payroll.

· Assists HR department in hiring and allocating personnel to designated client and project base.

· Updates employee profile and benefits.

· Files and pays employee remittances and insurances.

Bateel International, Dubai

Branch Supervisor, July 29, 2013- March 05, 2014

· Handled a variety of customer service, administrative tasks and resolve customer issues with accuracy and efficiency.

· Handled cash, restaurant funds and assets.
· Prepare operation transactions, orders and reports using Navigation ERP system.
· Conducted meeting, reporting and file keeping.

· Tracked and controlled inventory costs and shortages.

· Managed bookings and maintained the reservation book.

· Supervised a team and was responsible for administration works.

Best Western Premier Bangtao Beach Resorts and Spa

(Ocean Resorts Group) Phuket, Thailand

Receptionist/ Guest Relation Officer, October 2009- June 03, 2013

· Assisted in reservation of hotel bookings.

· Welcomed and registered guests and offered them services and room rates

· Handled guests check-in, check-outs and billing professionally in a welcoming and specialized manner.

· Kept records of room availability and guest’s accounts.
· Posted charges of food, room, liquor and telephone to system and manual ledger.
· Maintained the hotel’s high standard of service and hospitality

PERSONAL DATA:
27 yrs old; Female; Married; Filipino; on Visit Visa
References are available upon request.
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