LEAH CORAZON D. VERGARA
# 36 R. De Guzman St., Central East, Bauang, La Union
+63 9162820879           
lexdvergara@gmail.com                                           
       								   

OBJECTIVE
	To learn more knowledge and gain experience in my chosen career, improve what I have learned and acquire a job in a fast moving company where I can be able to contribute in every way I can, in the realization of the company's vision.

ELIGIBILITIES
· Career Service Professional Eligible
· Career Service Sub-Professional Eligible
· Certified Payroll Professional

JOB EXPERIENCE

LIZARDBEAR TASKING INC. (TASKUS)
FINANCE ANALYST
SAN FERNANDO CITY, LA UNION
October 21, 2019 to Present
· Sole Timekeeping (HCM) custodian for Support Analysts,Managers, Senior Managers, Directors, Vice Presidents of the company
· Maintains Oracle HCM as a Timekeeping tool for my handle
· Responsible for maintaining, checking, and reconciliation of timekeeping inputs for our Support Analysts,Managers, Senior Managers, Directors, Vice Presidents of the company
· Point of contact for all HCM Users, assisting on queries, troubleshooting TK system issues
· Assists in timekeeping (Timewarp/Teleopti) for Associates and and Senior Associates
· Responsible for processing Timekeeping inputs for Payroll processing
· Validates Timekeeping inputs versus the processed Payroll before finalizing the data
· Assists on all queries from Associates and and Senior Associates
· Monthly preparation of unused Unplanned Leave for encashment of all employees 
· Petty Cash and Business Continuity Fund Custodian for our Site


CREATIVE EYEWORX SERVICES INC.
GENERAL ACCOUNTANT
LAOAG CITY
January 21, 2018 to Oct 11, 2019
· Officer-in-Charge whenever the owner is on travel or on conventions
· Maintains book of accounts (cash receipts/ disbursements, sales and purchase journal) of all companies
· Responsible for Monthly Income Reporting
· Handles payroll processing, checks DTR’s and attendance forms
· Issue Salaries in Cash for those who have not enrolled their bank accounts yet
· Prepares and pays disbursement of mandatories (SSS, Philhealth and PagIbig)
· Conducts Petty cash count on a surprise visit
· Conducts monthly/quarterly inventory of all saleable items
· Checks and monitors open accounts of customers
·  Deposits Cash and Check sales
· Officer-in-Charge whenever the owner is on travel 
· Prepares semi-monthly statement of accounts to our customers 


SITEL PHILIPPINES
PAYROLL SPECIALIST
BAGUIO CITY
June 29, 2009 to December 15, 2017
· Timely payroll preparation of at least 1,500 employees 
· Checks and verify attendance of all employees under my site
· Checks computation of overtime rendered
· Prepares monthly payroll entries and reconciliations until uploading to Oracle
· Prepares disbursement of mandatories like SSS, Philhealth and PagIbig
· Answers inquiries of all employees regarding payroll
· Resolves all payroll issues including online pay slips
· Orients all new hires regarding payroll
· Prepares all last pay for all resigned employees
· Prepares Bank Account enrollment for all new hires
· Prepares incentives to be paid out 


LA UNION COLLEGES OF SCIENCE AND TECHNOLOGY
ACCOUNTING OFFICER
BAUANG, LA UNION
June 23, 2008 to March 31, 2009
· Records all financial transaction to journals and ledgers
· Prepares monthly bank reconciliation
· Checks and verifies daily cash deposits if tallied with the daily collection
· Records daily collection as remitted by cashiers
· Checks all disbursement before approval by the Vice President
· Checks petty cash disbursements before release
· Prepares monthly, quarterly and annual financial statements
· Timely preparation of payroll
· Prepares disbursement for SSS, Philhealth, Pagibig and Withholding tax
· Posts deduction to individual employees ledger
· Prepares daily cash report







LA UNION COLLEGES OF SCIENCE AND TECHNOLOGY
PART TIME COLLEGE INSTRUCTOR
BAUANG, LA UNION
June 23, 2008 to March 31, 2009
· Teaches minor/elective subjects for college students (Accounting, Management, Marketing and Economics)
· Prepares, conducts and checks quizzes , recitations and examinations of the students
· Prepares and computes grades every end of Preliminary, Midterm and Final examinations
· Prepares daily lesson plan or activities
· Proctors students during examinations

PILIPINO CABLE CORPORATION (SKYCABLE)
JUNIOR ACCOUNTANT
BAGUIO CITY
November 20, 2007 to May 16, 2008
· Timely preparation of  payroll
· Prepares monthly bank reconciliation
· Conducts quarterly, semi-annual and annual inventory of cable materials, office supplies, tools and equipment
· Controls the purchase, storage and issuance of Official Receipts
· Prepares and records all accounting transactions in the General Ledger(GL) System with due checking of Check and Journal vouchers
· Prepares monthly Financial statement schedules and reconciliation to ensure accuracy of Financial Statement
· Generates Subsidiary Ledger(SL) listings of revenue, expenses and other accounts for analysis
· Assists in the review of monthly comparative departmental expense summary
· Prepares replenishment of revolving fund based on weekly check issuance
· Prepares, controls and release of petty cash with due approval of  the officers in charge



MCCANN WORLDGROUP PHILIPPINES, INC.
REVENUE ACCOUNTANT
MAKATI CITY
September 15, 2006 – August 17, 2007
· Analyzes, summarizes, records and communicates all transactions involving the disposition of client’s advertising budget
· Audit of document information
· Analyzes advertisements implemented according to contract
· Prepares and submit client’s monthly summary of advertising expenditure report
· Determines quality assurance of billing documents
· Prepares month end/ accrual reports
· Savings determination
· Attends to Clients’ and Suppliers’ inquiries and complaints

EDUCATION

TERTIARY		Saint Louis University		    SY 2000-2006
			Baguio City
			Bachelor of Science in Accountancy

SECONDARY	Sacred Heart School			    SY 1996-2000	   
				Bauang, La Union

	ELEMENTARY	Christ the King College		    SY 1990-1996
				San Fernando City

SEMINARS/TRAININGS/ SHORT COURSES ATTENDED

Operational Excellence
Nov 16- 18, 2020
Virtual Workshop
	
Briefing on Tax Reform for Inclusion and Acceleration (TRAIN LAW)
January 26, 2018
Laoag City, Ilocos Norte

Security Awareness V2
	September 24, 2014
Sitel Philippines Corp, Baguio City

	High Impact Visual Aids and Are you really listening? (Short courses)
	June 4, 2014
Sitel Philippines Corp, Baguio City

	Flawless Execution
	June 4, 2013
Sitel Philippines Corp, Baguio City

Seminar on R.A. No. 9504 
(Withholding of Income Tax on Compensation and other updates)
October 3, 2008
Oasis Country Resort and Restaurant, San Fernando City


Seminar on R.A. No. 9504 
(Withholding of Income Tax on Compensation and Year End Adjustments)
December 11, 2008
Oasis Country Resort and Restaurant, San Fernando City

	Code of Ethics for Professional Accountants in the Philippines
	March 6, 2005
	Saint Louis University, Baguio City
PERSONAL DATA
		Name			Leah Corazon D. Vergara  
		Birth date		May 21, 1983
		Birth place		Bauang, La Union							Civil Status		Single
		Citizenship		Filipino
		Religion		Roman Catholic
		Father’s name   	Jonathan E. Vergara
		Mother’s name	Ligaya D. Vergara


SPECIAL SKILLS
	Can work on the following with:
· Proficient with Microsoft  Office (word, excel, power point)
· Database Management
· System Application Package (SAP)
· Internet Media information System (IMIX)
· ACCPAC 
· ORACLE
· QUICKBOOKS

CHARACTER REFERENCE

		Analiza Roquero
		Payroll Manager- Sitel
		09175946861
		
		Dra. Elaine Cua-Reyes
		President- Creative Eyeworx Services Inc.
		09178858643

		Samson Roldan Jr.
		Timekeeping Director- LBTI
		09985942237
		

	I certify that all the information aforementioned is true and accurate to the best of my knowledge. I would be most willing and available, indeed, to be interviewed according to your most suitable time. Hope to hear from you soon. Thank you very much.

								      _____________________
        Leah Corazon Vergara
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