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O B J E C T I V E S  

“To contribute to the development and success of the company. To perform my best, enhance my 
skills, and further develop my professional growth.” 

W O R K  E X P E R I E N C E  
❖  A C C O U N T S  A S S I S T A N T  /  P U R C H A S E R  O F F I C E R  

C RYS TA L  P R I N T I N G  A N D  P U B L I S H I N G  H O U S E  
AUGUST 20 2017 – CURRENT DATE 

•  P repar i ng  a nd  f i l l i ng  VAT .  

•  P repar i ng  da i l y  ca sh  f l ow .  

•  E n t e r  c u s t ome r  paymen t s  i n t o  s y s t em  on  a  da i l y  ba s i s .  

•  T ra ck  a l l  money  re ce i v ed  and  p repa re  depos i t s .  

•  D i s co ve r i ng  d i s c repanc i e s  and  r e so l v e  a l l  t h e  i s s u e  i n  a l l  a c co un t s .  

•  I n i t i a t e  c o l l e c t i o n  p ro ceed i ng s  aga i n s t  a c co un t s  pa s t  due  more  t han  s i x  
mon t h s .  

•  A l l o ca t i ng  t h e  money  i n  t h e  company .  

•  Hand l i ng  and  a r ra ng i ng  s h ipmen t s  do cumen t s .  

•  Pu r cha s i ng  ma jo r  goods  and  m i no r  i t em s  f o r  eve ryday  need s  t o  s upp l i e r  
l o ca l  o r  i n t e r na t i o na l .  

•  L oca t i ng  new s upp l i e r s  f o r  new i t em s .  

•  Manag i ng  t h e  s t o c k s  t i l l  l a s t .  

•  Keep  t h e  f i l e  upda te s  a nd  s uppor t i ng  t o  t eam membe r s .  

•  Con t r ib u te  and  i n nova t i ng  i dea s  t ha t  can  he lp  t h e  s u c c e s s  o f  t h e  t eam .  

•  Repor t i ng  t o  d i re c t o r  and  gene ra l  manager  da i l y .  

•  P repar i ng  t he  s a l e s  r epo r t .  

•  Know ledgeab l e  t o  Sage  50  A ccoun t i ng  so f twa re .  

•  Know ledgeab le  t o  Ta l l y  ac coun t i ng  so f tware .  

•  Know ledgeab l e  t o  Odoo  so f twa re .  
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❖  A C C O U N T S  A S S I S T A N T  /  O F F I C E  S T A F F  
    A L  QA BA S  P R I N T I N G  H O U S E  
FEBRUARY 2016 – AUGUST 2017 

•  P repara t i o n  o f  da i l y  repo r t .  

•  E n t e r  c u s t ome r  paymen t s  i n t o  s y s t em  on  a  da i l y  ba s i s .  

•  T ra ck  a l l  money  re ce i v ed  and  p repa re  depos i t s .  

•  Deve l op  r epor t s  t o  de ta i l  ag i ng  and  pas t  d ue  a c cou n t s  f o r  s en i o r  
managemen t .  

•  To ta l  pa s t  d ue  i n vo i c e s  week l y  a nd  r epo r t  t o  s upe r v i so r .  

•  Ana ly ze  a c cou n t s  t o  d i s co ve r  d i s c r epanc i e s  and  re so l v e  a l l  va r ia n ce s  
p romp t l y .  

•  I n i t i a t e  c o l l e c t i o n  p ro ceed i ng s  aga i n s t  a c co un t s  pa s t  due  more  t han  s i x  
mon t h s .  

•  P ro ce s s i ng  no n -PO i n vo i c e s  w i t h  approva l s .  

•  Hand l i ng  and  a r ra ng i ng  s h ipmen t s  do cumen t s .  

•  Pu r cha s i ng  some  goods  t o  s upp l i e r .  

•  Keep  t h e  f i l e  upda te s  a nd  s uppor t i ng  t o  t eam membe r s .  

•  Know ledgeab l e  t o  pu t t y  s o f twa re .   
 

❖  S E C R E T A R Y  /  A C C O U N T S  
    W I - A L  C O N S T R U C T I O N  B U I L D E R S   
SEPTEMBER 2015 - FEBRUARY 2016 

•  Managed  i n c om i ng  paymen t s  

•  Worked  w i t h  c u s t ome r s  t o  deve l op  r epaymen t  p la n s  fo r  de l i nquen t  
a c c ou n t s .  

•  Summar i zed  re ce i vab le s  o n  a  week l y  and  mon t h l y  ba s i s .  

•  Kep t  f r equen t  c ompu te r  ba ck up s  and  v i t a l  d oc umen t s  i n  paper  cop ie s .  

•  Check i ng  and  p roce s s i ng  o f  i n vo i ce s  /  b i l l s .  

•  I n v o i c i ng  a nd  re ce i p t i ng  /  bank i ng .  

•  Mai n ta i n i ng  o f  a t t endance  o f  s t a f f .  

•  Mak i ng  co l l e c t i o n .  

•  Pu r cha s i ng  some  goods  t o  s upp l i e r s .  

•  Mai n ta i n i ng  o f  r e co rd s .   

•  Ar rang i ng  b idd i ng  doc umen t s .  
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❖  S A L E S  O F F I C E R  
M I C R O V E N T U R E S  P H I L I P P I N E S  F I N A N C I N G  C O M P A N Y  
( O N E  P U H U N A N )  
MARCH 2015 – SEPTEMBER 2015  

 
•  Hand l i ng  i nqu i r i e s  r e la ted  to  a  new c l i e n t  

•  Co- s i gn i ng  and  i n t e r v i ew i ng  fo r  se cu r i t i e s  

•  T ro ub le s hoo t i ng  po te n t ia l  p rob lems  

•  I de n t i f y i ng  i n ve s tmen t  ob j e c t i v e s  

•  Rev iew  and  e n s u re  c l i e n t ’ s  doc umen t  comp le te ne s s .  

•  Respon s i b l e  f o r  e n s u r i ng  t h e  ove ra l l  p ro ce s s  o f  l oan .  

•  Ach ie vemen t :  Rank  #  4  sa l e s  o f f i ce r  i n  o u r  reg io na l  d i v i s i o n .   

 
❖  R E C E P T I O N I S T  /  C A S H I E R  
    B L U E  M O U N T A I N  H O T E L  
FEBRUARY 2014 – SEPTEMBER 2014 
 

•  Rece i ve  g ue s t s  t o  ho t e l  by  g ree t i ng  t h em wa rm ly ,  and  a t t end i ng  t o  t he i r  
i nq u i r i e s  a nd  a l so  an swer  i nq u i re r s  o ve r  t he  phone .  

•  I n f o rm  gue s t s  o f  t he  s e r v i ce s  and  ac commoda t i on  ra te s  i n  t he  ho te l ,  
make  re se r va t i on s  fo r  g ue s t  a c co rd i ng  t o  t h e i r  n eed s ,  and  a l so  make  
s u r e  t ha t  a l l  r e se r va t i on s  ca nce l l ed  a r e  e f f e c t ed  immed ia te l y  t o  
c on f u s i on .  

•  Bu i ld  good  r e l a t i on s h ip  and  rappo r t  w i t h  gue s t s  t o  make  t hem f ee l  
c om fo r tab l e .  

•  Mai n ta i n  o rde r l i n e s s  a t  t he  f ro n t  de s k  by  a r rang i ng  doc umen t s  
a c c o rd i ng l y  and  keep i ng  f ron t  de s k  a r ea  c l ean  a t  a l l  t ime s  t o  a vo id  
r owd i ne s s .  

E D U C A T I O N  
NAT I O NA L  CO L L EG E  O F  B U S I N E S S  A N D  A RTS  
2010-2014 
BACHELOR OF SCIENCE IN BUSINESS ADMINISTRATION 
Specialized in FINANCIAL MANAGEMENT 
OUTSTANDING STUDENT (Bronze Medalist in Academic Excellent) 
Member of JUNIOR FINANCIAL EXECUTIVES 
 

S TO  RO SA R I O  S A PA N G  PA L AY  CO L L E G E  
2014-2015 
UNITS IN EDUCATION 
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S K I L L S  
 

• Knowledgeable in Oddo Accounting software. 

• Knowledgeable in Sage 50 Accounting software. 

• Knowledgeable in Putty (Accounts Application). 

• Knowledgeable in logistic transaction. 

• Knowledgeable in creating invoices. 

• Proficient in MS Word, MS Excel and MS Power Point. 

• Strong oral and written communication skills. 

• Strong time management skills. 

• Capable of assisting customers in an efficient and timely manner. 

• Fast learner, and willing to learn. 
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