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Melissa Delfino Go

Block 13 Lot 57 Sorrento Village, Brgy Burgos Rodriguez Rizal, Philippines
Contact No.: 09608409942/09055621630/09916116395
Email: mhelaigo@gmail.com
A highly energy, enthusiastic and dependable individuals who excels in challenging and competitive environment is looking forward to share knowledge and experience in your company.
PROFESSIONAL EXPERIENCE

DESTILERIA LIMTUACO & CO., INC (Liquor & Wines Manufacturing Company) - Quezon City, Philippines
INTERNAL AUDIT SUPERVISOR
(March 1, 2020 To Present)

· Responsible in supervising and monitoring five (5) internal audit staffs in performing various audit engagements in lined with the company Internal Audit methodologies and procedures.
· Resolves work-related problems 

· Prepares audit reports, communicating audit findings and making recommendations to resolve certain company issues and concerns.
· Check audit reports submitted by Audit Staff, validates audit findings and review audit workpapers to assure clarity and well-organized documentation prior to submission to Internal Audit Manager
· Evaluating performance of internal audit staff

· Perform fieldwork assignment and other related job as assigned by the Internal Audit Manager
· Conduct initial interview of all internal audit staff applicants
· Trains/Co-Trainor of a newly hired audit staff

· Facilitates training to hired Sales Representative with regards to Audit Department related concerns. 
· Check and validates liquidation expenses submitted by the internal audit staff
CONVOY MARKETING CORPORATION / DESTILERIA LIMTUACO & CO., INC 
AUDIT ASSISTANT / HEAD OFFICE STATION AUDITOR
(October 26, 2010 To February 28, 2020)
· Performs various internal audit engagement to assure that company assets and properties are being safeguarded from loss, fraud and manipulation. 
· Facilitates regular warehouse stocks inventory and reconciliation of fourteen (14) warehouses nationwide. This includes religious checking and validation of warehouse transactions in order to identify any error in documentation that may cause variances in the inventory. 
· Conduct audit of Accounts Receivables or Inventory of Sales Invoices and reconcile with the List of Trade Receivables appearing in the system. 
· Performs Revolving Fund (RF) Audit to all assigned custodians to assures that their funds are properly monitor and use only for operational expenses 

· Checks and validates liquidation statement of Cash Advance processed by Accounting Department
· Conducts accountability audit to Sales Personnel which mainly includes personal verification and reconciliation to the customer of their un-paid balances to identify any possible un-remitted collection. It also includes checking of all company issued properties entrusted by the company and possibly identify any non-compliance in company policy and procedures in performing their task
· Signs in the clearance of audited sales personnel who rendered resignation to assure that he/she is clear from any accountability to the company

· Assist Legal Department in preparing necessary attachment in filing of legal case to any audited sales personnel who committed un-remitted collection and the like
· Prepares audit reports, communicating audit findings and proposes recommendations for the resolution of the identified company issues and concerns.
· Coordinate and follow-up to the concern department their response or action taken on audit recommendation discussed in the approved audit report.
· Prepares minutes of the meeting

· Daily Audit of Van-Salesman

· Facilitates other audit engagement required by the management such as; departmental process audit, modification of account receivable system through close coordination with Management Information System (MIS), Cash & Accounting Department, preparing of process flow chart, etc. 
TOTAL BUSINESS AGENCY (Accounting Firm) - Quezon City, Philippines


OFFICE STAFF/LIASON ASSISTANT
May 2009 To July 2010
· Process vouchers for company payables
· Filing and Book binding of Financial Statement

· Check billing statement forwarded by agency for the salary of sales personnel

· Assist billing personnel in preparation of attachment for our receivables from our clients
· Process filing of various documents in government offices

· Filling of Monthly, Quarterly VAT, ITR etc.

·  Application of Business Permits
· Processing Registration of New Business in Department Of Trade and Industry (DTI)

Executive Genesis Manpower Services - Quezon City, Philippines






CASHIER
November 2008 To May 2009









· Accurately records purchases in Point Of Sale (POS) system

· Receives payment from the customer by cash, credit cards, debit cards, vouchers or gift checks
· Process return & exchange of merchandise when necessary
· Provides Extensive Customer Service; Assist customer’s by providing information and resolving their complaints and greet upon entering in the store/establishment
· Verify item pricing and applying of discounts as needed
EVER GOTESCO SUPERMARKET - Quezon City, Philippines



CASHIER
June To November 2008
· Accurately records purchases in Point Of Sale (POS) system

· Receives payment from the customer by cash, credit cards, debit cards, vouchers or gift checks

· Process return & exchange of merchandise when necessary

· Provides Extensive Customer Service; Assist customers by providing information and resolving their complaints and greet them upon entering the store/establishment

· Verify item pricing and applying of discounts as needed

· Maintain cleanliness of check-out area
EDUCATION

UNIVERSITY OF RIZAL SYSTEM (URS) – Rodriguez, Rizal Philippines
Bachelor of Science In Community Development (BSCD)
Graduated (March 2008)
ADDITIONAL SKILLS

· Proficient in Microsoft Office with focus in MS Excel (Knowledge in V-look Up, Pivot Table and other formulas to hasten job function)
· Fast-Learner and able to work in fast-pace environment

· Strong Interpersonal skills, Work closely with people at all level of organization
· Strong time management and organizational skills
· Knowledge in operational process of other departments such as Sales, Credit & Collection, Warehouse/Logistic Department, etc. due to scope of audit engagement.
RECEIVED AWARDS


Issued by Destileria Limtuaco & Company Inc.

· Outstanding performance and lasting contribution to Audit Department (Year 2017)
· Outstanding performance and lasting contribution to Audit Department (Year 2018)

· Candidate for Employee Of The Year (2019)
PERSONAL INFORMATION

Status

:
Married

Age

:
35 yrs. Old

Birthday
:
July, 9, 1986

Religion
:
Born Again Christian (UNITED PENTECOSTAL CHURCH)
Spouse

:
Ronaldo Go

Children
:
Iya Denise Go




Aya Eunice Go




Khurt Arkinn Go

TRAINING ATTENDED

· Basic Excel (2007) Training – May 2013
· ISO 2015 Seminar
CHARACTER REFERENCE

Name


Position


Company


Contact Number

1) Ryan Marteja

Sales Admin Manager      Convoy Marketing Corp.

    09998848713
2) Michael Alingog
Auditor

              Destileria Limtuaco & Co. Inc
    09311126543

3) Loreto Cataros Jr.
Auditor

              Destileria Limtuaco & Co. Inc
    09223204055
I hereby certify that the above information is true and correct to the best of my knowledge.
Melissa D. Go

Applicant

