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Neslyn 
Availability: I can start for work as soon as possible.
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PERSONAL DATA
Age:
25
Date of Birth:
Jun 13, 1990
Gender:
Female
Civil Status:
Single
Height:
160 cm
Weight:
53 kg
Nationality:
Filipino
Religion:
Christianity - Catholic

WORK EXPERIENCE
I have been working for 4.75 year(s).

	1. Position:
	Accounting/Finance Staff
	

	Duration:
	Jul 2011 - Apr 2016 (4.8 yrs)
	

	Company:
	Foods International, Inc
	

	Company
	Manufacturing / Production
	

	Industry:
	
	

	
	
	

	Location
	Purok Banwalan, Barangay Tambler, General Santos City
	

	Department:
	Accounting/Finance Department
	

	Job Description:
	Payroll Accountant
	


Prepares Payroll. 
Compute payroll,13th month pay,Separation Pay and ensures that payroll deductions (eg. taxes) must be within the limit of statutory provisions. 
Prepares payment and Transmittal List Report of the Mandatory Government Remittances such as SSS,Philhealth,Pag-ibig and BIR Compensation Witholding taxes. 
Prepares and Records Journal Entries for the above transactions. 
Accounts Payable Voucher
Prepares Accounts Payable Voucher 
Ensures that all transactions ( expenses ) must be records at proper amount and appropriate account title. 
Ensures that transactions (expenses ) before recording to AVP the attached documents ( invoice,p.o,prs ) must be complete and incurred. 
Ensures that all transactions ( expenses ) must be recorded at correct timely period. 
Prepare cheques and process payments. 
Financial Statement Participation
Prepares monthly Aging of Accounts Payable -Reconciling and Monitoring Prepares monthly Aging of Receivables 
Prepares monthly Accrual Schedules -Reconciling and Recording 
Prepares monthly Property, Plant and Equipment Lapsing Schedules Prepares monthly Balance Sheet Details 
Miscellaneous Sales
Caters customers orders. 
Communicate to Warehouse for the custmers orders.If the items are already available. 
Preparing Sales Invoice 
Recording entry of sales to Sales Register Journal. 
Preparing Cash Count and must be accounted for and deposit the cash for the following day. 

EDUCATION

	
	
	Highest Education
	Second Highest Education
	

	Education Level:
	Bachelor's / College Degree
	High School Diploma
	

	Education Field:
	Finance/Accountancy/Banking
	
	

	Course:
	Bachelor of Science in Accountancy
	
	

	School/University:
	Gensantos Foundation College, Inc
	Divine Institute, Inc
	

	Location:
	Bulaong Extension, General Santos
	New Mabuhay, Baranggay Mabuhay, General
	

	
	
	City
	
	Santos City
	

	Date:
	Jun 2006 - May 2011
	Jun 2002 - Mar 2006
	

	
	
	
	
	
	

	SKILLS
	
	
	
	
	

	
	Skill
	
	Level of
	Remarks
	
	

	
	
	
	Proficiency
	
	
	

	1
	microsoft word &
	
	Excellent
	
	
	

	
	excel,powerpoint
	
	
	
	
	

	
	
	
	

	TRAININGS/SEMINARS
	
	
	

	Date
	
	Topic/Course Title
	
	

	Jun 22, 2015- Jun 22,
	Philippine Financial Reporting Standards for Small and Medium-sized Entities (
	

	2015
	
	PFRS for SMEs )
	
	

	
	
	
	SGV & Co.
	
	
	

	
	
	
	SGV & Co. 2F Elan 111 Building , Roxas Avenue, Barangay Dadiangas East,
	

	
	
	
	General Santos City
	
	

	
	
	
	

	LANGUAGES SPOKEN
	
	
	

	
	
	
	Proficiency
	
	
	

	
	Language
	
	Level
	
	
	

	
	
	
	(5=Excellent;
	
	
	

	
	
	
	
	
	
	

	
	
	
	1=Poor)
	
	
	

	1.
	English,Tagalog
	
	5
	
	
	



	
	I hereby certify that these curriculum vitae have made in good faith and the

	
	given information is true and correct. I should welcome the opportunity to

	
	talk with you in person or you can reach me in my mobile. I’m looking

	
	forward to work in your firm.
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