[image: image1.png]


[image: image2.emf]Rechyl 
· Availability: Immediately
· Expected Gross Salary:Negotiable
My objective is to be a part of a progressive organization that would utilize my 
knowledge, skills and experience. Through my perseverance and hard working skills, 
I wish to be involved in a team that works dynamically towards the growth of an organization.
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Accounting Analyst




           

November 2013 – December 2015
Surigao City Branch, Philippines
Job Descriptions (Peachtree System):  

· Monthly Preparation of Financial Statements Report
· Daily Preparation of Cash Position  
· Request for Disbursement Preparation
· Processing Check Vouchers and Check Preparation

· Handling Petty Cash Fund and Liquidations
Finance and Admin Staff

                                                       September 2011 – June 2013
Macondray Finance Corporation
Makati City, Philippines 

Job Descriptions (Accounting+ System):

· Processing AP Vouchers
· Processing AR Vouchers
· Debit/Credit Preparation
· Checking, Sorting and Filing Accounts Receivables Documents
· Handling and Controlling Office Supplies
· PPE Inventory
· Checking Checkbooks for Closure to Banks
· Processing Petty Cash Fund of Employees Request
Accountant II

                                                                                 November 2007 – August 2009
Digital Telecommunications Philippines, Inc.

Manila, Philippines
Job Descriptions (SAP System):

· Processing Receivable Vouchers
· Processing Cash Advance Liquidations
· Processing Payable Vouchers
· Bank Reconciliation
Accounting Staff





                          November 2006 – October 2007
Universal Robina Corporation

Manila, Philippines
Job Description:
· Record all the transactions which endorse by my immediate.

EDUCATIONAL ATTAINMENT
Course: Bachelor of Science in Accountancy
Diploma – St.Paul University Surigao, Philippines
Date Graduated: March 2006

· TEAM BUILDING: Baguio City, Philippines                                     May 2012
·  PLANNING:  Max’s Restaurant Sucat Paranaque, Philippines      October 2012
· TEAM BUILDING: Caliraya Resort Club, Inc, Philippines              November 2011
· SAP TRAINING: Vertex One Manila, Philippines                             November 2010
· TAX SEMINAR: Makati City, Philippines                                          November 2010
· TEAM BUILDING: Batangas, Philippines                                         May 2009
· TEAM BUILDING: Pampanga, Philippines                                       April 2008
· National Federation of JPIA: Cagayan de Oro City, Philippines      September 2005        

· National Federation of  JPIA: Iligan City, Philippines                      September 2004

· Average on both spoken and written English  

· Proficient in Microsoft Office and Internet application

· Hard-working and can manage multiple tasks.

· Competitive, career-driven and highly-motivated

· Ability to analyze and interpret information in multiple view points

· Quickly adapts to challenges in work environment

· Pro-active and disciplined

· Dynamic and open to positive change

· Possess high standard of integrity and work ethics

· With sound working relation with people 

Date of Birth:
October 17, 1984
Gender:              Female
Civil Status:
Single

Nationality:
Filipino

Religion:
Roman Catholic
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