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PROFESSIONAL EXPERIENCE
· Griffin Nagda & Co.

Year May 2016- September 2016

Position: Assistant Consultant


- Handle client requirements with regards to corporate compliance and Government 
requests

- Assist in offshore and onshore company formation



-Address Government and client queries and resolve them in given time frame

-Attend meetings, prepare minutes and ensure implementation of planned activities

- Act as coordinator between the firm, the client and external regulators and 
advisers

-Provide corporate secretarial services to offshore and onshore clients – change in 
board, increase/decrease in share capital, transfer of shares, dividend payments, 
managing share options schemes, mergers and takeovers, etc.

-Prepare study reports and manuals for internal or client assignment

-Monitor changes in relevant legislation and the regulatory environment and take 
timely appropriate actions
· D.M. Consunji,  Inc.

Year September 2015 – March 2016
Position: Paralegal


- Investigate the facts of a case


-  Conduct research on relevant laws, regulations, and legal articles


-  Organize and maintain documents in a paper or electronic filing systems


-  Gather and arrange evidence and other legal documents for attorney review and 
case preparation


-  Write reports to help lawyers prepare for trials


-  Draft correspondence and legal documents, such as contracts and mortgages


-  Get affidavits and other formal statements that may be used as evidence in court


-  Help lawyers during trials by handling exhibits, taking notes, or reviewing trial 
transcripts


-  File exhibits, briefs, appeals and other legal documents with the court or opposing 
counsel


-  Call clients, witnesses, lawyers, and outside vendors to schedule interviews, 
meetings, and depositions

· Philippine Long Distance Telephone Company (PLDT)

Year August 2013 – August 2015
Position: Admin Executive

-Managing the day-to-day operations of the office
-Screening of potential applicants in the company
-Organizing and maintaining files and records
-Planning and scheduling meetings and appointments
-Managing projects and conducting research
-Preparing and editing correspondence, reports, and presentations
-Making travel and guest arrangements
-Providing quality customer service
-Maintain a professional environment
· Commission on Filipino Overseas- Office of the President of the Philippines

Year  May 2011 - June 2013
Position: Junior Accountant

-Maintains financial records for subsidiary companies by analyzing balance sheets 
and general ledger accounts.
-Reconciles general and subsidiary bank accounts by gathering and balancing 
information.
-Provides financial status information by preparing special reports
-Corrects errors by posting adjusting journal entries.
-Maintains general ledger accounts 
-Secures financial information by completing database backups; keeping 
information confidential.
-Maintains accounting controls by following policies and procedures
-Updates job knowledge by participating in educational opportunities
-Accomplishes accounting and organization mission by completing related results as 
needed.
QUALIFICATIONS AND SPECIAL SKILLS
· Proficient in MS Office, MS Excel, MS Powerpoint and Internet Applications

· Excellent Communication and Organizational skills

· Able to work Independently and Under Pressure

· Deadline-Oriented 

· Competent Analytical skills

· General Math Skills 

· Data Entry Management

· Reporting Research Results
 ACHIEVEMENTS AND SEMINARS 
· Quality Circle Awardee in Graduate school                     
        2012-2015
· Dean’s Lister Awardee in Tertiary 


        2006-2010 
· Consistent Honor Student in Secondary 

        2002-2006
· Microsoft Excel Advance Training


   
      2016
· Financial Literacy Seminar




      2011


Pamantasan ng Lungsod ng Maynila
· Decoding Accounting Reviews and Enigmas
2007

Pamantasan ng Lungsod ng Maynila                                  

· Aloha Mental Arithmetic Course


2006

President Quirino Avenue, Paco Mla.


· KUMON Method of Learning


2003

Paco Catholic School                                                                                     



ACADEMIC PROFILE
· University of the East-College of Law


  2012-Present

Bachelor of Laws (Juris Doctor)
· Pamantasan ng Lungsod ng Maynila 
                                  2006- 2011


Tertiary


Bachelor of Science in Accountancy
