LESLEY JANE P. TAMBIS
Email: lesleyjane.ljt@gmail.com
Address:   Blk. 4 lot 11 phase 2 dap-dap st. Sto. Niño, Pasay City
Contact No:  09358716719



I have a love and dedication to my work as well as a combination of passion and analytical skills. I take the direct approach in all areas of my work and possess outstanding organizational, detail oriented and time management skills. Particular strength includes: 

Knowledge in preparing financial reports regarding legal accounts
The ability to work under pressure and multi-task.
Knowledge of using ERP System, SAP and BIR Relief and Alphalist
The ability to follow instructions and deliver quality results.

Professional Experience
     
 
Accounting Clerk                                                                      February 2019 – December 2021
Printwell, Inc.                                                                                                      Mandaluyong City

Responsible for expenses and financial aspects in the company.
 
Keeping track of all payments and expenditures, including purchase order, invoices, and statements.
Reconciling processed work by verifying entries and comparing system reports to balances
 paying vendors by scheduling pay checks and ensuring payment in received for outstanding credit.
Preparing analyses of accounting and producing monthly reports.
Continuing to improve the payment process.

Pre-Professional Experience                                                       October 2018 – February 2019
Tri Axis Worldwide Logistics Phils. Inc./                                                              Binondo, Manila
MB Sunglao Customs Brokerage                                        

Understanding the flow of the operations and clerical duties.

Filing of Internal Quality Cost Monitoring, Collection Receipt, Debit/Credit Memo, and Official Receipt of Phil. Coconut Authority
Sorting and filing of Sales Invoice, Delivery Receipt, Cash Voucher, Employees Tardiness Report

 

Qualifications

Computer Skills
Microsoft Office proficient
Basic Excel
Computer savvy

Customer Service Skills
Ability to provide quality service
To ensure client satisfaction

Management Skills
Strong organizational, detail oriented
Working in high pressure office setting
 
Education
 
Jose Rizal University, Mandaluyong City                                                 June 2015 – April 2019
BS Accountancy, Diploma


Pasay City West High School, Pasay City                                                June 2011- April 2015
Secondary, Diploma


Baclaran Elem. School Unit II, Paranaque City                                       June 2005 – April 2011 
Primary, Diploma



Reference Available Upon Request








