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SUMMARY OF QUALIFICATIONS
· B.S. Accountancy graduate and a current student of Centennial College’s Office Admin-Executive.
· Proficient in accounting software, such as QuickBooks and Microsoft Great Plains Dynamics
· Highly analytical and skilled in preparation of reports related to accounting such as billings, expenses reconciliation (travel expenses and time sheet).
· Certified Microsoft Office Specialist— Microsoft Word, Excel, PowerPoint, and Access.
· Strong communication skills.
· Proven strong work ethics and efficiency in accomplishing task and working well under pressure.
· Pursuing additional certification on Inclusive Leadership Practices. 
EDUCATION
OFFICE ADMINISTRATION-EXECUTIVE	                                            Sep. 2019- Present
Centennial College, Toronto, ON					    
· Relevant courses: Inclusive Leadership Practices Certification	                                                Ongoing
BACHELOR OF SCIENCE IN ACCOUNTANCY	          		                   Jun. 1998- Mar. 2002
University of the East, Caloocan City, Philippines
WORK EXPERIENCE
[bookmark: _Hlk32629493]PERSONAL ASSISTANT					 	                Aug. 2011 to Apr. 2013
Resorts and Leisure Department, United Development Company, Doha, Qatar
· Managed daily calendar and schedule of the General Manager which enabled him to be on track with his day to day activities.
· Collaborated with various heads in the preparation of department’s annual budget. 
· In addition, communicated with outside vendors for the canvassing of prices and quotations; attaching required reports and documents in the budget securing approval of the Finance Department and CEO.
· Arranged flight details and hotel bookings and associated transportation of GM’s trips
ACCOUNTANT	 	       Jun. 2008 to Aug. 2011
Century21 Qatar, Doha, Qatar
· Handled payroll computation of 20+ employees and made sure salaries were received on time.
· Conducted annual auditing and manual inventory count in company’s equipment, safeguarding the assets from misuse and theft. 
· Consolidated and reconciled company’s financial statement which ensured figures were properly entered and posted.
· Provided and prepared reports which enabled management in producing calculated risks decision. 

OTHER EXPERIENCE	
HOUSEMANAGER AND TEACHER					        Apr. 2013 to Jun. 2019
Jeddah, Saudi Arabia
· Mentored and homeschooled my daughter up to Grade 1, which enabled her to read and compete in swimming in the Middle East at the age of 4.
· Developed a creative curriculum, daily lesson plan and activities that make learning with my daughter fun, in accordance to my daughter’s interest.
· Prepared and maintained records of examination and grades in accordance with Homeschool Global’s requirement. 
· Developed in-depth understanding on how different and alike we all are, resulting in improved ability to see and recognize opinions and ideas from different perspective.
ADDITIONAL ACHIEVEMENTS OR CERTIFICATION
· [bookmark: _GoBack]Cumulative GPA 4.36/4.5- Office Admin-Executive Program
· Inclusive Leadership Practices Certification (Centennial College)            September 2019-Ongoing
· Microsoft Office Specialist Expert- Office Word 2016                                    July 2020- No Expiry
· Microsoft Office Specialist
· Excel 2016                                                                                       May 2020- No Expiry
· Word 2016                                                                                    March 2020- No Expiry 
·  Powerpoint 2016                                                                    December 2019- No Expiry 
· Confronting Bias: Thriving Across Our Differences                                                     June 21, 2020
· Communicating about Culturally Sensitive Issues                                                         June 19, 2020
· Improving Your Focus	        May 20, 2020
· Managing Your Calendar for Peak Productivity                                                             May 20, 2020 
VOLUNTEER EXPERIENCE
Mentee-Black Initiative                                                                                    December 2019-Ongoing Centennial College Progress Campus, Scarborough, ON
· Mentorship initiative by Centre for Global Citizenship Education and Inclusion to help students/mentees successfully transition into gainful employment, enhance their career potential, and help to identify possible career paths.

Winter 2020 Intake-Greeter & Tour Guide                                                                      January 2020
Centennial College Progress Campus, Scarborough, ON
· Build rapport and effectively communicated with Winter 2020 students by touring them around the campus and provided guidance and assistance on their queries.


