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John
E-mail Address:    john.380915@2freemail.com 
DESIRED POSITION:  OFFICE STAFF/OFFICE ASSISTANT
OBJECTIVES: 

To obtain a position in an office environment, where I can utilize my knowledge as office Retail accounting, cost & inventory accounting, Auditing, dynamic and multi-tasking ability, computer and people related skills for the benefits of the company and for my professional growth. 
QUALIFICATIONS:

· Experience in cost and inventory accounting.
· Experience being an officer in charge (OIC).

· Experience handling of manpower.

· Experience to conduct month end counting in company warehouses. 
· Experience to conduct midyear & yearend counting at the same time auditing.
· Experience to pursue and to gather all documents. 
SKILLS:



· Knowledgeable in (MS Word, MS Excel, Visual Basic, Data base).
· Can work under pressure with minimal supervision.
· Ability to take interval, multi task, and fast pace office.
· Ability to operate facilities within the office.

· Driving 
EMPLOYMENT HISTORY:
1. Company:
· Cirimar Laboratories Inc.
February 2016 to April 2018 Cost and Inventory accounting staff, First Avenue Industrial Subdivision Bagumbayan Taguig, Metro Manila. 
· Responsibilities:

· Process (STR, DR) Stock transfer record, delivery Receipt, and nursery sold out.
· Process nursery insurance, same as new concession insurance.
· Ensure the sequence of STR DR base on monthly cut off.
· Filing documents by category.
· Ensure month end inventory into the company warehouse.
· Process the new warehouse code requesting by the client.
· Concession count sheets monitoring / data encoding.
· Process fire loses concession insurance. 
2. Company:
· Filpride Energy Corporation
July 2008 to January 2016 General cashiers 1, Retail Accounting Staff (OIC) Officer in Charge. 1402 Jollibee Centre Building San Miguel Ave. Pasig City, Metro Manila.
· Responsibilities:

· Ensure proper and accurate documentation of cash count total cash sales versus drops on daily logbook together with 1 or 2 witnesses. And properly sign of involve personnel.

· Ensure on time and accurate cash & check deposit / update passbook.
· Properly present and report all gathered data on everyday basis to office head / supervisor for any legal documents.
· Ensure daily accurate station Auditing, product monitoring, manpower, cash, machine reading.
3. Company:
· FCIC Futura Clothing International Corp.
March 2006 to August 2006 Delivery helper under PPIC section. Ocean Park Ave. Brgy Sauyo Novaliches Quezon City, Metro Manila.
· Responsibilities:

· Ensure to deliver all items ordered by the client.
· Proper stock arrangement base on here production date, size, & color.
· Production helper, at the same time checker.
4. Company:
· Vision Tape & Labels Corp
August 2005 to January 2006, Stock clerk/stock controller. Smart Job Manpower Builders Inc. Industrial Subdivision, Meycauayan Bulacan.
· Responsibilities:

· Accurate stock inventory, recording, & monitoring. 
· Accurate stock releasing. 
· Receiving of production report.
ON THE JOB TRAINING (OJT)

· TESDA – TECHNICAL EDUCATION SKILLS DEVELOPMENT AUTHORITY 



March 2004 – June 2004 

Region 6 Zamora Street Iloilo City
EDUCATIONAL BACK GROUND:


College
:
ISCOF – Iloilo State College of Fisheries San Enrique Iloilo






BSIT – Bachelor of Science in Information Technology

High school 
:
San Enrique Manuel Paluay Sr. Madarag National High School






Barangay Madarag San Enrique Iloilo

Elementary
:
Madarag Elementary School 






Madarag San Enrique Iloilo





PERSONAL DETAILS:




Date of Birth

:
May 25, 1984



Place of Birth

:
San Enrique Iloilo



Civil Status

:
Married



Citizenship

: 
Filipino



Height


:
5’4”



Weight

:
64 kgs



Religion

:
Roman Catholic



Language

:
English & Tagalog
�








