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EDMAR
Career Objective

Recent accounting graduate looking for a position in accounting and finance where I can utilize my skills and put my learning into practice and make a contribution. I am eager to learn, and excited about beginning my career in this dynamic industry.
Personal Data

Birth date:
June 26, 1987

Birth place:
Alcala, Pangasinan, Philippines
Sex:

Male

Civil status:
Single

Citizenship:
Filipino

Religion: 
Roman Catholic

Educational background

Tertiary
Bachelor of Science in Accountancy


Urdaneta City University



1 San Vicente West, Urdaneta City, Pangasinan, Philippines


Graduate-April 2016



Bachelor of Science in Financial and Management Accounting



University of the cordilleras



Governor Pack Road, Baguio City, Philippines


Graduate-May 2009

Secondary
Pindangan National High School



Pindangan West, Alcala, Pangasinan, Philippines


Graduate-Mach 2004

Primary
Pindangan West Elementary School


Pindangan West, Alcala, Pangasinan, Philippines


Graduate-March 2000

Work experience

Bookkeeper/Officer Trainee
Carmen, Rosales, Pangasinan, Philippines
July 2013 to April 2016

In charge of the following:

· Maintain and balancing branch book

· Preparing bank reconciliation of due from depository bank and due to head office

· Supervising overtime (month end)

Preparing the following reports:

· Monthly, Quarterly, year-end reports

· Bank reconciliation

· BSP reports

Alternate of the following transactions:

· Approval on withdrawals, encashment, inter-office transactions to be checked by branch head

· Signatory of bank documents and depository bank

· Opening and computing loan releases, renewals, and other transactions of the bank

· Apply Farmers Loan claim on microbanker  computer

· Monitor transactions

· Balance and maintain branch book

Custodian of Passbook to depository bank
Entering vault to get files by deposit assistant and loan assistant

To post journal entry in Goglae (microbanker computer)

Sending reports required by head office

Preparing debit/credit for expenses (if any)

Printing bookkeeper’s proofsheet

Checking emails/expenses in core FTP network place and other reports

Assist clients

Arrange bookkeeper’s transactions

Teller/Cashier

Rang-ay Bank (A Rural Bank), Inc.

Carmen, Rosales, Pangasinan, Philippines
April 2011 to June 2013
Custodian of funds (Cash & COCI) of the bank

Register COCI

Accepting cash and checks deposit, loan payments, and other cash transactions

Monitor cash of the branch and withdraw to BDO if needed

Paying withdrawals, encashment of checks, and other disbursements

Receiving and paying remittances; Western Union, Uniteller, BDo remit, GCash remit, GCash-in, and GCash-out
Prepare cash voucher for the expenses of the branch

Balancing cash on hand and COCI versus computer

Posting and balancing transactions on teller’s proofsheet

Prepare cash and checks deposits to depository bank

Submission of collected SSS contributions and SSS loan payment to head office 
Replenishment of Petty Cash Funds for approval at head office
Updating registers of accountable forms daily

Inventory of accountable forms and inventory of supplies daily

Frequently doing partial cash count especially after numerous transaction
Balance petty cash funds and petty cash fund register 
Prepare insurance collection for Country Banker’s Life Insurance

Deposit Assistant

Rang-ay bank (A Rural bank), Inc.

Carmen, Rosales, Pangasinan, Philippines

February 2010 to March 2011

Assisting new and old depositors in opening and transacting

In charge in opening new Customer Indemnification

Issue new passbook and Certificate of Time Deposit

Check signature cards if it is properly filled up and update signature cards

Take pictures and signatures of clients

Attach signature and picture to client’s account 

Posting all transactions of the teller in microbanker computer like deposit, withdrawals, and other receipt cash and payout transactions

Prepare tickets concerning deposits transactions

Preparing reports with regard to deposits to be submitted to head office
· Daily reports-Inter-office transactions and remittances

· Monthly reports –Deposit liabilities, tax withheld, All-in-fund cost and other reports

Preparations of bank certification and reminder of dormant depositors

Updating registers with regards to deposits

Assist loan assistant in releasing loans

Assist Branch manager in marketing deposits

Filing daily transactions, UID, loan expiries, and other files
Transfer loans due (if there’s any)

Skills and Competences

I am able to communicate effectively in a professional business manner and as a member of a team. Strong in written and verbal communication skills acquired through study and work, computer literate (Microsoft: Word, Excel & PowerPoint), knowledge in bookkeeping (preparation of journal entries, balance sheet, income statement, and payroll), very fast learner and detailed oriented, leadership skills, ability to meet deadlines, can work under pressure with minimum supervision and over extended hours. 
Training and seminars

S.M.A.R.T. Seminar-Workshop for graduating class of 2016

Urdaneta City University Gymnasium

March 19, 2016

Quality, Productivity and Employability Enhancement Seminar

Urdaneta City University Gymnasium

March 1&2, 2016

Personality Development: Your Confidence, Your Success and Orientation on On-The-Job Training

Urdaneta City University Gymnasium

April 1, 2015

Negosyanteng Estudyante Home-Based Business Summit

Urdaneta City University Gymnasium

August 03, 2014

Basic Cashiering and Tellering

San Fernando City, La Union

March 23, 2014

Signature Verification, Bank fraud and Forgery Detection

RBAP Bldg., Intramuros, Manila

April 17, 2013

Effective Customer Relation

San Fernando City, La Union

January 22, 2012

Anti-Money Laundering Act

San Fernando City, La Union

June 16, 2010
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