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___________________________________________________________________________

WORK EXPERIENCE:

· EXECUTIVE ASSISTANT-VP FINANCE
F. GURREA CONSTRUCTION, INC.
Mandurriao, Iloilo City
October 4, 2021 – to Present

Responsibilities:

-Assist the VP for finance in monitoring and reviewing accounting departments concerns, reconciliation of accounting reports (Accounts Payable and Receivable), voucher preparation and issuance for special request, analyze purchasing reports i.e., pending request, PO’s Pending for   approval and billing, facilitate Property accountability review/MR ledger update and tracking, purchase of special assets incl. Heavy Equipment, Service Vehicle and imports, supervise three 3(branches) of Franchised Owned Generika Drugstore and perform any other function as directly ordered by the office of Vice President for Finance and Office of the President.


· REVENUE OFFICER 1
BUREAU OF INTERNAL REVENUE
Kalibo, Aklan
April 2015 to September 2021

List of Accomplishments
-Exemplary Collection Performance for the month of June 2017 as Revenue Collection Officer and Exemplary Collection Performance for the month of February 2017 as Revenue Collection Officer

Responsibilities:

-Accept tax payment and Issue Official receipt of payment, deposit Collection intact to AGDB daily, segregate Tax returns for RDO and DPD copy and prepare batches and forward to RDO and DPD, monthly reports, weekly reports and monthly presentation of the district accomplishment for regional conference

· PERSONAL ASSISTANT
SANTOS GROUP OF COMPANIES
# 75 Delgado St., Iloilo City
May 2013 to April 2015

Responsibilities:

-In charge in acquiring different permits in all agencies concerned (BIR, DENR, LOCAL GOVERNMENT etc.), coordinate to the management any issues arising in the operations of the company and meet/talk to the agency concerned (serve as front liner), serves as auditor of all the fees billed by different agencies, verify taxes being billed by respective agencies and in accordance with the law and assist/help in accounting works in encoding sales, purchases in the ledger and expenses in database


· AUDITOR
F & C PAWNSHOP AND JEWELRY
# 73 Guanco St., Iloilo City
February 2012 - May 2013

Responsibilities:
-In charge to audit All Vouchers Payable of all affiliates (Fresh Italian Serving Inc., Favorite Italian Serving Inc., Favorite Pizzas Inc. And Big Italian Serving Inc. (Sbarro Restaurant) 20 branches nationwide,Dulcinea Restaurant, Galileo Enotica (Boracay), Arwana Hotel (Boracay), Estacio Uno Hotel (Boracay), Paraiso Bar & Grill (Boracay), Cebu Business Hotel (Cebu), Chalet Hotel (Baguio), Times Square, Riverside Inn etc., Audits Payroll, Audits Florete-Caperonce Realty Corp. (Tabora and Quiapo) and Do the Actual Cash Count and Audit in Branches (Iloilo Branches)

· OPERATIONS MANAGER/STORE IN CHARGE
ILOILO POLARIS ENTERPRISES
A retail and merchandise business
Brgy. Tigum, Pavia, Iloilo
May 2011- December 2011

Responsibilities:	
-Oversee daily store operations, prepares monthly sales report and receipts and invoices, sales report and think of additional marketing strategy to increase sales.

· PURCHASING OFFICER/CASHIER
ILOILO POLARIS ENTERPRISES
A retail and merchandise business
June 2005- April 2011

Responsibilities:
-Makes purchase order, cash/check vouchers and issue check, makes delivery receipts/packing list for stock releasing and charge invoice and cash sales receipts, prepare Statement of accounts, bank transactions such as deposits, withdrawals and fund transfer and monitors and check available funds.

· OFFICE ASSISTANT-ON-THE-JOB TRAINING
ARMADA MIGUELS & ASSOCIATE, CPA’s
2nd Floor Maryville Bldg., Delgado St., Iloilo City
November 2004-March 2005















SCHOLASTIC RECORDS

COLLEGE: 	BACHELOR OF SCIENCE IN COMMERCE
		Major in Finance & Management Accounting
		COLEGIO DE SAN JOSE
		E. Lopez St., Jaro, Iloilo City
		March 20,2005

		Recognition & Awards:
			
· Magna Cum Laude
· Most Outstanding Graduate
· Outstanding Student in Office Practice
· Students in Free Enterprise Club Awardee 
· College Student Council Officer Awardee
· Children Of Mary Awardee

ELIGIBILITY:	Civil Service Eligible (Honor Graduate
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