
Jerimay Jevina Panlilio
[image: ]




CONTACT
Mobile No.
+(63)956-418-5496

EMAIL:
Moymoy.amores@gmail.com 

ADDRESS:
313 5th St. Marisol, Angeles City, Pampanga, Philippines

EDUCATIONSoftwares/System Used:
· Xero
· Quickbook Onlines
· Quickbook Desktops
· Payday Payroll Software
· Philpay Payroll Software
· Salarium Payroll Software
· Payroll Hero Payroll Software
Certificates/Trainings:
· Virtual Bookkeeping with Quickbooks Online and Xero
· Australian Accounting and Taxation with Xero Payroll


Holy Angel University
2011-2015
BACHELOR OF SCIENCE IN ACCOUNTING TECHNOLOGY

WORK EXPERIENCE
 SWAK BPO CORP

Senior Payroll Officer (promoted)
September 2021 – March 2023
•	Checking and Auditing of Timekeeping
•	Uploading Salaries in ATM
•	Submission of ATM Application
•	Checking and auditing of Final Pay Computation
•	Finalizing Loan Deductions
•	Checking and auditing of Accuracy
•	Checking and auditing of Incentives
•	Finalizing payroll file (providing PAB, SIL accreditation, and all other items of payroll)
•	13th Month
•	Monthly Tax Dues
•	Activating ATM
•	Processing disputes
•	Processing Government Benefits
•	Application of TIN
Compensation and Benefits Officer (Promoted)
May 1-September 2021
1. Handling and processing Government Agencies of the following: Social Security System
· Doing AMS Billing for the preparation of payment
· Posting payments in the system
· Processing any SSS benefits of all employees
· Enrolling the newly-hired employees
· Paying the premium payable at SSS office
· Filing documents

Home Development Mutual Fund
· Preparing the contribution payments and have been in- charge also to pay over the counter of PAG-IBIG Office
· Processing the HDMF benefits of the employee
· Filing documents

PHILHEALTH
· Doing SPA(Statement of Premium Accounts) and transmittal for the payment of contribution
· Posting the contributions after payment
· Enrolling the Newly-Hired Employees
· Registering the employees who do not have PhilHealth number
· Processing the PhilHealth benefits of the employees.
· Filing documents

Bureau of Internal Revenue
· Enrolling, registering and issuing TIN Numbers for the employees who do not have TIN
· Numbers.
· Updating their 2305 for the undeclared dependents
· Doing Alphalist (Annualized Withholding Taxes) and CSV file for the employee

2. Payroll Making
Before we have our Salarium System (automated payroll system), I am doing our payroll manually by creating some formulas at excel file.
· Calculating the night differential of the employees manually
· Calculating the working days of the employees manually
· Calculating the incentives of the employees
· Calculating any related payroll items manually
· Filing documents
3. Time Keeper
· Checking the time card of the employees
· Monitoring time punches of each employees
· Adjusting time records if necessary
4. Filing documents

Leave Benefits
· Monitoring Leave Credits of all employees
· Processing the leave requests of all employee

SWAK BPO CORP
Accounting Staff March 2017-April 2018 RESPONSIBILITIES:
· Issuing checks for payment
· Issuing Vouchers
· Handling the Petty Cash Fund
· Submitting Financial Reports to the External Accountant
· Monitoring and Filing Payables
· Projecting Expenses for the funding request
· Doing the budget in the company for all events
ADEFTIFY INC.
Bookkeeper
September-December 2016
RESPONSIBILITIES:
· Safe keeping of all receipts purchased/disbursed
· Doing payroll manuallyD
· Handling the Petty Cash Fund
· Processing permits of the company
· Filing documents
· Processing the government benefits
· Processing all the payments of the company
SUPPORTNINJA INC.
Bookkeeper
April 2016 - September 2016
RESPONSIBILITIES:
· Generating invoices upon receipt of billing information and tracking collection progress.
· Entering financial information and payments to guarantee that employees and vendors were paid accurately and on time.
· Communicating with customers to identify and resolve outstanding payments.
· Streamlined bookkeeping procedures to increase efficiency and productivity.
· Knowledgeable in using Xero System.
· Solving the Taxes of Employees.
· Doing the payroll using payroll hero system.
· Handling the Petty Cash Fund
· Recording and doing financial reports
Celianto Enterprises
Accounting Staff
May 2015-March 2016
RESPONSIBILITIES:

1. Payroll Making
· Doing the payroll of all employees manually
· Disbursing the payroll to all employees
· Filing documents
2. Collection
· Tracking of all receivables of the company
· Doing reports and recording all the transactions made
· Issuing cash/check receipts if payments made
· Communicating to the customers for their unpaid billings

3. Billing
· Issuing invoices to the customers
· Issuing monthly billing statement of the customers
· Updating and tracking of all payables and receivables of the company
· Communicating to the customers with regards to the orders made by the customers


SKILLS
Time… Problem… Interpers… Adapta… Leaders… Ability… Decision… Commu… Microsof…



95%
90%
90%
90%
90%
90%
90%
90%
90%



Other Skills
· Knows how to prepare payroll manually using Microsoft Excel.
· Knowledgeable in using payroll system such as Payroll Hero , Salarium 
· Knowledgeable in processing the Government Agencies like SSS, PHILHEALTH, PAGIBIG and BIR
· Knowledgeable in rules that are mandated by LAWS.
· Have a strong problem-solving skill
· Trustworthy
· Effective at multi-tasking.
· Knowledgeable in using Xero, QuickBooks
· Expertise in using different payroll software
· Has Xero Certificate

CHARACTER REFERENCES

     Available upon request.



I hereby certify that above information are true and correct to the best of my knowledge.
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