

ObjectiveIrene Mae G. Calvez
Personal Information
Age      	       : 30
Date of Birth : November 7, 1991
Place of Birth: Bacolod City
Sex	       : Female
Civil Status   : Married
Religion	       : Roman Catholic
Citizenship    : Filipino
Language     : Hiligaynon, Tagalog &     English
Abu St. Prk. Yanson 1, Eroreco Subd., Brgy.Mandalagan
Bacolod City, 6100
09613243472
zones_irene09@yahoo.com

To be able to get a job in any Company that would allow me to apply my skills as a Marketing Staff or any possible positions that are available. 

Experience
October 16, 2012 to February 29, 2016
Everkeen Marketing Inc.
Billing Staff
>To audit and validate sales representative’s remittances
>To maintain logs for all transactions that occur in a day
>To enter data into the company software
>To balance receipts and payments and 
>To issue checks weekly payments for Suppliers

March 12, 2018 to Present
Golden Sun Finance Corporation

Audit Clerk
>Assembled supporting information for payment processing with Legal fees, Expenses, Billing and etc.
>Verified the accuracy of billing data and corrected errors, Checked figures, postings and documents for correct entry, mathematical accuracy and proper codes.
>Complied with company policies, procedures and regulations.
>Reported and reconciled discrepancies found in records.
>Audit Sales Documentation, code, Inventory audit.
>Spot Audit for daily Actual Cash on Hand.
>Bank Reconciliation
Education
2008 - 2012
Tertiary		 : University of St. La Salle, Bacolod City

2004 – 2012
Secondary 	: West Negros Univesity Integrated School, Eroreco Bacolod City

2001 – 2004
Primary 		: Doña Corazon Montelibano Elementary School, Brgy. Villamonte 

Bachelor of Science in Business Administration
Major in Marketing Management
References are available upon request.
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