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MARLON
Email: marlon.331519@2freemail.com
CAREER OBJECTIVES
Seeking certain position of any fields of Accounting, Human Resource and Finance in various industries utilizing the analytical and communication skills combined by the knowledge and experiences in pursuit to the application. 
KEY SKILLS
· Knowledge in MS Word, Excel, Powerpoint
· Excellent in oral and written English

· Familiar in QuickBook and Tally ERP 9
· Familiar with in accounting cycle from journal entry to finalization

· Capable of handling Accounts Receivable and Accounts Payable

· Detail oriented person that has a good time management especially on heavy working load.

· Uses initiative, works with minimum supervision and takes appropriate responsibility
HIGHEST EDUCATIONAL BACKGROUND

Bachelor of Science in Accounting Technology- Major in Accounting 

       

       University of Mindanao, Davao City, Philippines 
                             (Graduated 2014-2015) ISO 9001:2008 Certified

WORK EXPERIENCE
Accountant

Employer

:
Surigao Del Sur, Philippines


Inclusive Date

:
April 2015- September 2016
Responsibilities
:

· Responsible for daily entry of accounting transactions

· Recording sales and purchase order
· Provide sales report
· Maintain item inventory                 
· Handling Accounts Payable & Accounts Receivable 

· Prepared Financial Statement 
· Produced Financial Summary and Report 

· Performed Bank and Account Reconciliation

BOOKEEPER        

            Employer

:
(Las Terrazas Real State) Davao City, Philippines

Inclusive Date

:
September 2013- March, 2015
Responsibilities
:


· Responsible for daily entry of accounting transactions

· Prepared financial statements

· Performed bank and account reconciliations

· Produced monthly financial summaries and reports

· Processed monthly payroll

· Ensured compliance with all regulatory reporting requirements

· Verified purchase orders

· Processed accounts payable invoices

· Maintained fixed asset inventory

PERSONAL DATA

Age

:
23 years old






Date of Birth
:
October 05, 1993
Nationality

:
Filipino

Status

:          Single
I hereby certify that the above information are true and correct to the best of my knowledge and belief.

MARLON
      Applicant 
