[image: New Picture]DONNA A. SUCALDITO
Gate 54 Parola, Brgy 275, San Nicolas, Manila
Email Address: donnasucaldito0716gmail.com	
[bookmark: _gjdgxs]Mobile No.: 0921-8013-496
 

POSITION APPLYING FOR:
ACCOUNTING STAFF / ACCOUNTING OFFICER/PAYROLL
  
CAREER OBJECTIVE:
Be able to join a company where I can utilize my skills and abilities in managing people and resources.
 
EDUCATION
St. Vincent College of Science and Technology
Bachelor of Science in Accountancy (graduate)
Year attended: 2014-2018
Brgy. Cagamutan Norte, Leganes, Iloilo

St. Therese MTC- Colleges, Magdalo Site, Lapaz, Iloilo City
2 year- Cruise Line Services (graduate)
Year attended: 2009 – 2011
Magdalo St., Lapaz, Iloilo City


SKILLS & INTERESTS
Knowledge in Advance Computer Software, Windows XP (Excel, Accounting System: Solution Base)
Good Communication Skills (Tagalog & English)
Goal oriented
 

WORK EXPERIENCE

YEAR: MAR 8, 2021- TO PRESENT
BRILLS MARKETING INC. – Sta. Ana, Manila
Assigned Dept.	: Accounting Department
Position          	: Accounting Staff
· Preparing and Issue Sales Invoice for Countering every monthend.
· Submiting the breakdown of payment immediately to the treasury whenever there is Remittance Advice.
· Downloading and preparing liquidation report.
· Preparing and Computing Monthly Commission of RSC in all outlet.
· Reconciliation/ Tabulation (LR vs. Inventory Report) of all outlet and look for variance.
· Sales Order Entry in the System(encoding of sales)
· Sales Invoice(Posting of sales in the system)
· Preparation and Computation of Sales Data(extracting in the system)
· Summarizing Sales Return and Unauthorized Discount.
· Request DR for Unpaids.
· [bookmark: _GoBack]Preparing and computing Collection Report and annual rebate.
· Making SOA.
· Process and computing clearance of resigned RSC for their unpaid and unauthorized discount.

YEAR: FEB 18, 2019- TO MAR 5, 2021
LKY FOOD GROUP INC. – Ermita, Manila
Assigned Dept.	: Accounting Department
Position          	: A/R Accountant

· Sales Journal Entries every end month and Interest Income earned.
· Recording Daily Sales Deposits of Stores in charge in Journal Voucher.
· Reconciliation with the Stores in charge to check if sales are deposited correctly and report any discrepancies.
· Making daily and monthly sales collection report.
· Keep stores passbooks.
· Record and entering advances to/from transfer in tickets.
· Billing Gift Certificates and Transfer out tickets and other Promos.
· Esales encoding in The Bir System.
· Vat relief encoding.
· Bank Reconciliation.

YEAR: JAN 16, 2012 – AUG 3, 2013 (1.5 years)
HOYA GLASS DISK PHILIPPINES – LTI Biñan, Laguna
HOGP EMPLOYEES COOPERATIVE
Assigned Dept.	: Administration Department / Accounting Section
Position          	: Cooperative Clerk 

· Loan computation
· Summarizing Loans
· Updating Sales and Income
· Printing Check Vouchers / Issuing checks
· Requesting orders and for Payments   
· Inventory & File Management
· Summarizing PO Income Report



PERSONAL DATA
BIRTHDATE         	: July 16, 1990
STATUS                	: Single                                            
HEIGHT                 	: 5’3
WEIGHT                 	:  97 lbs.
NATIONALITY       	: FILIPINO
DIALECTS             	: ENGLISH, TAGALOG, HILIGAYNON
            


Reference available upon request



 I hereby declare that the above information is true and correct through my knowledge.

    
                                                                                                                    Donna A. Sucaldito
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