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MYKEE DESEPEDA DE LEON
#0189 Balagbag St. Aya, Talisay, Batangas
09567115592
mykeebalazondesepeda@gmail.com

OBJECTIVES


I am seeking a competitive and challenging environment where I can serve your organization and establish a career for myself.
ACADEMIC BACKGROUND

Educational Level			Name of School		         Inclusive Years
Tertiary		Batangas State University JPLPC- Malvar		2014-2018
			Poblacion Malvar, Batangas
			Bachelor of Science in Accounting Management
Secondary		Tanauan School of Fisheries				2010-2014
		Ambulong Tanauan City, Batangas

Elementary		Doña Maria Laurel Platon Memorial School		2004-2010
Aya, Talisay, Batangas
WORK EXPERIENCES:


Accounting Assistant (OJT) | Tanauan School of Fisheries | January 2018 – May 2018

Duties and Responsibilities
· Encode schedule of remittances
· Maintain and keeps the Employees Index Card
· Check signatures of supporting documents of disbursement voucher
· Sorting of files of teachers and staff
· Compute the absences and leave of employees



Accounting Assistant | Makiling Hauling & Integrated Services, Inc. | October 2018 – October 2019

Duties and Responsibilities
· Providing accounting and clerical assistance to the accounting department
· Typing accurately, preparing and maintaining accounting documents and records
· Preparing bank deposits, general ledger postings and statements
· Supports accounts payable activities to ensure accuracy and timeliness invoice creation and entry
· Processing of checks and collections
· Inform management and compile reports/summaries on activity areas

Accounting Staff | Makiling Hauling & Integrated Services, Inc. | November 2019 – Present

Duties and Responsibilities
· Prepare payroll by calculating pay, and maintaining payroll records.
· Organize and update financial records.
· Responding to information requests, reviewing financial statements, and assisting with audits.
· Maintaining documentation for accounts payable, purchasing, and treasury and conducting internal audits.
· Prepares payments by accruing expenses; assigning account numbers; requesting disbursements; reconciling accounts.
· Prepares and submit billing to clients.


COMPETENCIES AND SKILS


· Ability to meet deadlines and work under pressure
· Enthusiastic and hardworking
· Able to communicate effectively in a professional business manner
· Fluent in English and Tagalog language

TRAINING AND SEMINARS ATTENDED

 
4th ACCOUNTANCY STUDENTS CONGRESS
Enchanting Events Place, Enchanted Kingdom, Sta. Rosa City, Laguna
November 24, 2014

5th BUSINESS AND ACCOUNTANCY STUDENTS CONGRESS 
[bookmark: _Hlk500957987]Enchanting Events Place, Enchanted Kingdom, Sta. Rosa City, Laguna
February 28, 2016

MANAGEMENT CONFERENCE 2016
[bookmark: _Hlk500957974]Batangas State University JPLPC –Malvar, Malvar Cultural Gymnasium 
October 19, 2016

EDUCATIONAL TOUR/SEMINAR IN DEPARTMENT OF FINANCE
Roxas Blvd. Pasay, Metro Manila
December 5, 2017

DEPARTMENT OF BUDGET AND MANAGEMENT ORGANIZATIONAL STRUCTURE AND THE PHILIPPINE BUDGET PROCESS
General Solano Street, San Miguel, Manila
December 5, 2017


PERSONAL INFORMATION


Date of Birth: August 08, 1997
Age: 25 years old
Civil Status: Married
Citizenship: Filipino
Religion: Roman Catholic
Height: 5’6
Weight: 55kg
Mother’s Name: Grace B. Desepeda
Father’s Name: Calixto A. Desepeda

\CHARACTER REFERENCES


Melvin Rivera
HR/Admin
Makiling Hauling and Integrated Services, Inc
09673865622
Carolina Zumarraga
Accountant I
Tanauan School of Fisheries
09198882668
Leonardo D. Natanauan
Barangay Captain
Aya, Talisay, Batangas
0905574 6169

	I hereby pledged that all the above information are true and correct to the best of my knowledge and belief that I shall be responsible for any falsification of this document.	
			                                                                                             
                                                                                                 _________________________
                                                                                               MYKEE D. DE LEON
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