CASSANDRA KAY Y. HIPOLITO
San Jose St., Tabing, Tabango. Leyte
Contact No.: 09178946401
E-mail: cassandrahipolito29@gmail.com


Summary

Self motivated and goal driven individual who will work hard to achieve goals. I am ambitious enough to accept any challenges at any industry in order to attain my ambitions.  Extremely reliable with strong work ethic even under pressure or less supervision.


Work Experience

Document Controller
Makati Development Corporation
Formworks Department
November 2016-Present
Workloads:
· Processing and monitoring of Invoices
· Preparation of Yearly budget for department
· Department Secretary
· Petty Cash custodian
· Document controller
· Asset and supplies custodian


Accounting Assistant 
Sanford Marketing Corporation ( Savemore Supermarket)
July 2014-April 2016
Branches Assigned:
· Elizabeth Mall, Cebu City
· Leah’s Square, Naga City Cebu
· Insular Square, Basak, Mandaue City
Workloads
· Daily Sales Audit
· Daily and monthly clearing on SAP
· Audit of fixed assets, promotional goods and pilferages
· Monitoring of payment listings
· Entry of utilities and rentals for payment in SAP




Educational Background

University of San Jose- Recoletos
Bachelor of Science in Management Accounting, 2009-2014
Activities and Societies: Junior Philippine Institute of Accountants; Reaching Out Society
	
· Dean’s List, 1st yr-2ndyr
· Ways and Means Committee of Reaching Out Society, 2010-2011
· Auditor of Reaching Out Society, 2011-2012

On-The-Job Training

College intern at Honda Motor World Lending Investor
Maguikay, Mandaue City, Cebu
December 2013 – March 2014

Skills

· Diligent
· Fast learner
· Interpersonal skills
· Well organized
· Able to work with less supervision
· Knowledgeable in MS Word , MS Excel, Powerpoint and Open Office
· Knowledgeable in SAP

Seminars Attended

· SSC Seminar for Organizational Secretaries, Treasurers and Auditors 	
· Symposium on Microsoft Technology Updates
· Seminar on Philippine Standards on Quality Control
· Seminar on Government Accounting
· [bookmark: _GoBack]SM Learns Seminar


Character Reference
Jaime P. Domingo Jr.
Building System Head
Makati Development Corporation
10th flr., MDC Corporate Center, Arca South, Taguig
09175645203




Milbert C. Payumo
Formworks/Precast Head
Makati Development Corporation
10th flr., MDC Corporate Center, Arca South, Taguig
09175526193


Luisa E. Labra
Accounting Supervisor
Sanford Marketing Corporation
Insular Square, Basak, Mandaue City, Cebu
(032) 255-9870




