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Objective
· To enhance my knowledge and skills in working where I am suitable with the nature of the job and the position I may possess and to be an effective and productive one as I execute efficiently my obligation and responsibility in your company.
Educational Attainment
Bachelor of Science in Business Administration Major in Management
St. Nicolas College of Business and Technology

2007 - 2010
Bachelor of Science in Accountancy
Development for Advance Technology Achievement College
2006 - 2007
Professional Experiences 
      Accounts Receivable cum Cashier
      Crystal City Marketing Company - Philippines
          October 2012- December-2015
              JOB DESCRIPTION:
-Preparation all invoices that should be collected as per area each day.
-Receiving all payments made within the day from collectors.
-Auditing the payments of invoices including deductions such as discounts etc.
-Balancing of cash and checks from invoices and prepare of daily summary report.
-Prepare the cash and cheques to be deposited in the bank daily.
-Reporting of cash balance & receivables to line manager in a daily basis.
-Posting of all collections and new invoices (accounts receivables file).
-Monitoring the aging of all invoices to ensure the timely collection of payments.
-Following up for the payment of overdue invoices.
-Petty Cash
-Screen, answer & direct phone calls.
-Provide general support to visitors.
-Order office supplies.
-Organize & schedule meeting appointments.
-Assist in the preparation of regularly scheduled reports.
-Develop & maintain filing system.
Pharmacy Assistant / Cashier
Central Luzon Drug Incorporation (Mercury Drug Pharmacy) - Philippines
August 2011-September 2012
JOB DESCRIPTION:
-Knowledgeable with all the medicines in the prescription area.
-Reading the doctor’s prescription & sharing the knowledge regarding the medicines to    customers.
-Checking the correct prescription such as name of medicine, dosage & quantity to be given to the patient / customer.
-Performing weekly inventory to monitor the demand and supply of medicines.
-Creating and building good relationship to customers for their satisfaction and be able to keep the business with them.
-Perform retailing of medicines as per the customer’s need.   
     Storage Checker

ALMA Refrigeration and Cold Storage Incorporation - Philippines
           June 2010-July 2011
            JOB DESCRIPTION:
-In charge of all the transactions in storage area.
-Supervising and directing loaders in storage operation.
-Monitoring all the transactions while loading and unloading the containers.
-Computing & recording the total amount of frozen meats received & dispatched daily.
Qualification and Skills
-Accounts Receivables
-Petty Cash
-Computer Literate (MS Office)
-Good Customer and Public Relations
-Able to work with minimum supervision and a fast learner
Personal Information
Birth Date
:
October 27, 1989
Civil Status
:
Single
Religion
:
Roman Catholic
Nationality
:
Filipino
Visa Status
:
Tourist Visa 
Character References
Available upon request.
I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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