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CHERRY ANN P. BANTILO

31-B Caramay St. Brgy. Katuparan 
Signal Village, Taguig City

Contact No. 09275858147
Email Address: cheanne12231991@gmail.com
OBJECTIVE

· To apply for the vacant position that will exercise and enhance my knowledge and skills. 

· To apply for a position that will prove my strong organizational skills and ability to work well with people.
WORK EXPERIENCES
June 2017 to Present
Upwork® Global Inc.
Job Description:
· Performing tasks for Bookkeeping, Account Reconciling, Document Filing, etc.

· Performing tasks for Virtual Assistants.

· Xero Accounting Software

· Netsuite

· Centsoft

· Triskell

· Younium

· Pleo

· Skovik

· Microsoft Office
January 4, 2017 to January 28,2019
88 PRESTIGE BRANDS, INC.

Accounting Associate

Job Description:

· Charges expenses to accounts and cost centers by analyzing invoice/expense reports; recording entries.

· Pays vendors by monitoring discount opportunities; verifying; scheduling and preparing checks; resolving purchase order, contract, invoice, or payment discrepancies and documentation; insuring credit is received for outstanding memos; issuing stop-payments or purchase order amendments.

· Pays employees by receiving and verifying expense reports and requests for advances; preparing checks.

· Maintains accounting ledgers by verifying and posting account transactions.

· Verifies vendor accounts by reconciling monthly statements and related transactions.

· Disburses petty cash by recording entry; verifying documentation.

· Reports sales taxes by calculating requirements on paid invoices.

· Protects organization's value by keeping information confidential.

· Updates job knowledge by participating in educational opportunities.

· Accomplishes accounting and organization mission by completing related results as needed.

· Xero Accounting Software
· Microsoft Dynamics
August 2014 to September 2016
HRMall, Inc.
Finance and Accounting Specialist

Job Description:

· Obtain bank statement/transaction history of Savings and Current account.
· Matching of books and bank transactions. This includes matching of all collections and disbursement cash in bank transactions against bank statements
· Analysis and clearing of bank and book reconciling items. This includes verification, vouching and validation of source documents and nature of transaction.
· Prepare and update supporting schedules of various reconciling items;
· Prepare the final bank reconciliation statements;
· Prepare correspondence to the bank/office/department related to clearing of outstanding items. This includes notifying concerned departments of any errors in using cash in bank-related transactions and entries.
·  Prepare journal vouchers and adjustments to take up identified reconciling items, and posting these into the books (rough posting)
· Validation of check status if cleared, outstanding or stale in cases of request for replacement and other related verification
· TRECS
· Netsuite
· Qlikview
· Sage
February 2013 to August 2014
CELINE MARKETING CORPORATION

Accounting Assistant


-Accounting Payables Department

Job Description:
· Prepare payments to suppliers.

· Counter and Collection

· Monitor Insurance Policy.
· Monthly payment of Rentals each store.

· Printing of checks.

· Microsoft Dynamics

April 2012 to September 2012

COPYLANDIA OFFICE SYSTEMS CORPORATION

Accounting Assistant


-Branch Accounting Department

Job Description:
· Daily encoding of Sales Invoice and Official Receipts.

· Bank Reconciliation

· Monthly preparation of Sales Report, Aging Accounts Receivable, Inventory Valuation, Trial Balance

· ERP
· Peachtree
EDUCATIONAL BACKGROUND

Tertiary:

2008-2012
UNIVERSITY OF THE EAST

Bachelor of Science in Business Administration

Major in Management Accounting

Secondary:
2004-2008

ARELLANO UNIVERSITY JOSE ABAD SANTOS CAMPUS

Elementary:

2001-2004

EM’S SIGNAL VILLAGE ELEMENTARY SCHOOL

1998-2001

TIMOTEO PAES ELEMENTARY SCHOOL

SKILLS
Proficient in using Microsoft Office

Good oral and written communication

Works with minimal supervision, flexible and hard working
PERSONAL INFORMATION

Date of Birth: December 23, 1991

Place of Birth: Pasay City, Metro Manila

Age: 29
Civil Status: Single

CHARACTER REFERENCES

Ms. Madona Lajum
Junior Accounting Supervisor
Accounts Payable Department

Celine Marketing Corporation
09175132021
Ms. Marites Macapagal
Accounting Officer

Branch Accounting Department

Copylandia Office Systems Corporation

0906 269 4929
I hereby certify that the above information is true and complete.

