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Accountant/Admin
JENNYLANE

OBJECTIVE:

To employ my knowledge and experience with the intention of securing a professional career with opportunity for challenges and career advancement, while gaining knowledge of new skills and expertise and to become part of your reputable company by giving the best of my abilities.
WORK EXPERINCE:

August 2014 – February 2016

Finance Assistant






Philippines, Inc. (Laus Group of Companies)


Jose Abad Santos Avenue, City of San Fernando Pampanga
· Responsible for recoding, classifying and summarizing daily transactions.
· Analyze information and resolve discrepancies
· Assisting the Senior Associate to ensure overall quality and integrity of plans
· Bookkeeping task, such as data entry, reconciling accounts and preparing accounting reports
· Handle Accounts Receivable and Accounts Payable

· Examines and prepares cheque for payments to suppliers and creditors on a timely basis.

· Prepares and sends statement of account to customers.

· Checks daily cash receipts and daily cashiers and revolving fund report.

· Prepare Bank reconciliation
· Evaluate and  update information and carry out validation of data for accuracy
· Acquiring, processing and registering customer invoices, purchase orders and sales order using accounting system.
· Submit various reports such as payroll report, Inventory reconciliation report, Accounts Receivable and Payable over 60 days and including Financial Statements 
· Protects organization’s value by keeping information confidential

· Provides telephone support, filing and transcription

· Perform other task (Admin support)
SKILLS:

· Knowledgeable in financial analysis, accounting principles, system & procedures
· Possess excellent understanding of computer programs like Accounting System (PeachTree)
· Computer Literate (i.e., Microsoft Word, Microsoft Excel, PowerPoint)
· Strong quantitative skills, including math proficiency 
· Posses strong analytical and problem solving skills

· Ability to work as a team player and promote a cooperative atmosphere

· Excellent in written and verbal communication skills

· Good time management skills 

· Good interpersonal skills

· Computer Skills
· Strong organizational Skills
· Detailed-oriented efficient and organized
PERSONAL ATTRIBUTES:

· Adaptable to changes
· Resourceful in completion of projects, effective in multi-tasking
· Goal oriented and ready to take initiatives

· Skilled in maintaining and developing professional relationships with clients
SEMINARS AND TRAININGS:


· Estate Taxation Seminar

March 14, 2014

University of the Assumption

· Introduction to Business Law on Obligations

February 05, 2014

University of the Assumption

· Toyota Incorporated (Philippines)

 San Fernando Branch

July-August 2013

Internship
AFFILIATION/S

2010-2014

Junior Philippine Institute of Accountants 



Member

EDUCATIONAL  ATTAINMENT:

S.Y. 2010-2014

University of the Assumption

Bachelor of Science in Accounting Technology







City of San Fernando, Pampanga















PERSONAL INFORMATION
Name 


:
Jennylane
Date of Birth

:
July 20, 1994
Nationality

:
Filipino

Civil Status

:
Single

Religion

:
Roman Catholic

Height


:
5’2’’ 
Weight


:
126 lbs
I hereby certify that the above information are true and correct to the best of my knowledge and beliefs.
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