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WARLYN B. ANCHETA

OBJECTIVE

To gain experience in a highly reputable company that promotes professionalism excellence and personal growth.
EDUCATION

College Education:                              Philippine Christian University

                                                               Malate, Manila, Philippines

Course:                                                Bachelor of Science in Accountancy
                                                              2001 � 2005 4th year
Secondary Education:                       Jesus is Lord Colleges Foundation

                                                             101 Bunlo, Bocaue, Bulacan, Philippines
1991 � 1997

WORKING EXPERIENCE
Company:                                            Ellite Ads Corporation

                                                              Paranaque City,Philippines

Date:                                                     November 2008 to present

Position:                                                Accounting Staff
Duties & Responsibilities:

             -Updating vouchers payables.

             -Prepares Sales Invoice, Acknowledgement Receipt and Official Receipt

             - Encoding of Job Orders for day to day reports

            -Prepares Sales of aged accounts receivables.

            - Assisting in monthly and weekly payroll of Employees.

            - Monitors payments from the clients thru bank deposits.

            - Transact payment for BIR thru internet banking.

Company:                                        First Engineering Group

                         


HayAndalusTripoli, Libya

Date:                                                  March 2006 to July 2007

Position:                                           Administrative officer &Camp Secretary
Duties& Responsibilities:

              - Daily check of incoming emails for administrative & general manager
              - Handle and monitor incoming and outgoing mails
              -Typing business correspondence (sends by email or fax)

              -Assist in preparation of Technical & Commercial proposals

              -Take charge in the general upkeep of the office (filling)

              -Does other task like answering incoming calls outgoing calls etc.
Company:                                          Ancheta�s Catering Service

                                                            Manila, Philippines

Date:                                                   August 2007 to January 2008

Position:                                             Service Crew
Duties & Responsibilities:

               -Handles costumers� needs.
               -Serving customers with foods & beverages.

               -Monitors day inventory of foods & other products.


 -Maintain cleanliness of the surroundings.


SEMINAR and TRAININGS ATTENDED

Powermax Consulting Group Inc.

Year-End Strategies to Maximize Tax Benefits

RCBC Plaza Makati City, Philippines

Issued on: December 12, 2017

TESDA � Food and Beverage Services NCII

ManilaCity, Philippines

Issued on: May 02, 2016

Academia Language & Review Center

Basic English Language Proficiency

Unit 2404 Atlanta Centre, 31 Annapolis

Street San Juan City, Manila,Phils

Issued on: June 20, 2015


































CONTACT DETAILS





Address:	2183-B Nakar St.       San Andres Bukid, Manila., Philippines


Mobile:		+639562361127


Email Add:


�HYPERLINK "mailto:shutdatball777@yahoo.com"�shutdatball777@yahoo.com�





PERSONAL DATA


Age: 		       38 Yrs. Old


Date of Birth:	   Aug. 28, 1984


Civil Status:	  	Single


 Citizenship:		Filipino


Weight:			170 lbs


Height:			 5�1


Language:	English, Filipino














SKILLS:





Computer Literate


Application of MS Windows, MS Word, MS Excel


Net Surfing


Cooking




















