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CAREER OBJECTIVE:
Self-directed, resourceful and passionate administrative professional looking for a position as an Administrative Officer with a reputable company. Bringing strong organizational and communication skills to provide successful support to the office. And to obtain a position that will enable me to use my strong customer service skills and the ability to work well with people. In addition to employ my knowledge and experience with the intention of securing a professional career with opportunity for the challenges and career advancement, while gaining knowledge of new skills and expertise.
SUMMARY OF QUALIFICATION:
· Profound ability to ensure that the highest standards of hospitality are established. 
· Computer skilled ( Microsoft office, Microsoft excel proficient) 
· Accustomed to working in fast- paced environment with the ability to think quickly and successfully handle difficult clients. 
· Excellent personal and interpersonal skills, ability to work well with others, in both supervisory and support staff roles. 
LANGUAGE:
English – Proficient both speaking and writing
Tagalog – Mother tongue
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PROFESSIONAL EXPERIENCE:
Branch Admin/ Custodian/ Counter Service at Canon Marketing Philippines Inc. (October 2010 to May 2016)
· Responsible in inventory 
· Process expenses, liquidations, advances and petty cash replenishment. 
· Accounts receivables (reports, suspense accounts, allocate OR) 
· Bank transactions (deposit check & cash collections,PDC warehousing) 
· Responsible in company stamps,forms like OR,SI,DO and etc. 
· Responsible in branch permits & taxes payments. 
· Process sales invoices at Rambo. 
· Process reports needed by Head Office time to time. 
· Process sales order at Rambo 
· Verify sales order if it has overdue accounts. 
· Responsible also in shipments,deliveries of stocks and sales. 
· Assign also at counter, entairtain clients, inquiries 
· Process counter sales /purchases and service counter for camera,printer and copiers. 
· Have also A-fusion process in service indoor/outdoor . 
· A-fusion process like packing/picking items. 
Finance Staff at Canon Marketing Philippines Inc. (March 23 2009 to October 2010)
· Amortization of pre-payments 
· RGI summary (Forward Contract) 
· Debit note to CANON Singapore / Hongkong 
· JDE and JV entry 
· Monitoring of Forex Rate 
· Preparation of trial balance (GL accounts) 
· Prepare of withholding tax certificate for supplier (BIR Form 2307) 
· Posting on-line payments of duties and importation taxes 
· Preparing of records of goods imported for importing stocks 
· File withholding tax & withholding tax certificates from client (BIR Form 2307 & 2306 
· Assist in handling internal & external audit 
· File arrange & organize files & documents related to assigned task 
· Quarterly vat validation (importation) 
· Submit to Union Bank –EFPS (duties document) 
· Total guarantee and copier rental contract monitoring 
· Other task that may be assigned from time to time 
· Assign at Credit and Collection as back office. 
Acabar Marketing International Inc. (November 2008 to January 2009)
· Process payroll for the contractual employees. 
· Prepare billings. 
Corporate Link Management Network Inc. (June 2003 to October 2008)
· Process payroll for the contractual employees. 
· Process 13th month pay, cash bond, incentives, separation pay. 
· Process the semi monthly billings and weekly report for the collection. 
· Responsible in the petty cash replenishment. 
· Prepare check vouchers for the payroll and payables, update actual expenses. 
· Reconciliation of vouchers against the bank statement. 
· Record all transaction in cash disbursement book. 
· Filling OR, PR, checks, vouchers, bank statement and invoices. 
· Other task which is needed from time to time by the immediate supervisor. 
· Summarized daily time record for the contractual employee required by accounting department for our client for audit purposes. 
TRAININGS ATTENDED:
· RBO Admin Group Training  Program 
1. RAMBO Training ( RS3) 
2. RO Counter Operations on Cash Handling and Remittance. 
3. Claims Management Controls 
4. Sales Invoice Posting 
5. Petty cash Handling 
· Zero Dishonesty Program Training 
· Customer Care Program Training 
PERSONAL DATA:
Age:
33 years old
Date of Birth:
November 04, 1982
Nationality:
Filipino
Religion:
Roman Catholic
Civil status:
Married
Visa status:
Tourist Visa (3 months)
EDUCATION:
Bachelor of Science in Accountancy
Collegio de Dagupan formerly Computronix College
Arellano St., Dagupan City, Pangasinan
June 1999 to March 2003
Member – National Federation of Junior Institute of Accountants
The above stated are true to the best of my knowledge and the documents to validate the above mentioned would be available when required.


