
[image: ]MAE KATRINA DANNE TAJADAO				
Address: Brgy. 45 Tangid, Laoag City, Ilocos Norte, Philippines                    
Contact Number: +639610650975/+639063988626                           
E-mail Address: katrinatajadao@gmail.com 		
Skype:	Mae Tajadao						                                                   

CAREER OBJECTIVE
To obtain a career opportunity that will contribute my knowledge, skills and work experience in my chosen field and to uplift the asset of the company.
WORK EXPERIENCE
· Omnipay Inc. – Reconciliation and Settlement Staff (March 6, 2023-Present)
· Make Settlement Reports and submit it on time.
· Provide Reports for unsettled transactions and accounts with discrepancies.
· Provide reconciliation reports and submit to unit head.
· Prepare and submit Daily Entries.
· Provide other task as requested.
· Palawan Pawnshop-Branch Assistant(February 10, 2020-December 20, 2022)
· Make Daily Report and send them to the area office at the end of the day 
· Appraise jewelries and process renewals and pawn transactions
· File and sort documents in everyday transactions
· Process remittance for local and international transactions and provide good customer services
· Ensure all the cash are tally and balance, and report discrepancies to supervisor
· Prepare, pack and deliver the supplies needed for the operations of different branches.
· Provide good marketing practices and strategies to promote our products and services.
· Do the KYC to customers. 

· Metrobank Card Corporation(Staff Alliance Inc. Agency)-Reconciliation Staff (October 10, 2016-March 10, 2017)
· Ensure that processes and systems are in place to perform reconciliation for any financial entries posted to the GL.
· To take action for correcting errors or omissions identified through the reconciliation process
· Reconcile accounts related posting to cardholder’s account vs. general ledger
· Provide assistance to other units/divisions in resolving customers’ inquiries and complaints.

· Puyat Sports Group - Bookkeeper (May 7, 2015- July 6, 2016)
· Audit Daily Sales
· Prepare daily/monthly Sales Report
· Assemble information for external auditors for the monthly audit
· Comply with local, government reporting requirements
· Process Payroll in a timely manner
· Provide clerical and admin support to management as requested
· Monitors branch compliance with procedure in financial reporting and cash deposits
· Monitor and prepare Inventory


EDUCATION

TERTIARY
BSBA-Management Accounting (2010-2014) Northwestern University, Airport Avenue, 2900 Laoag City, Philippines
SECONDARY
Ilocos Norte College of Arts and Trades (2006-2010) P. Gomez St., 2900 Laoag City
PRIMARY
Tangid Elementary School (2000-2006) Brgy.45 Tangid, 2900 Laoag City, Philippines

SEMINARS/TRAINING ATTENDED
· Advanced Jewelry Appraising and Fake Detection Workshop June 2022 Palawan Pawnshop
· Branch Head’s Training Level 1- February 1-2,2022(Virtual Training) Palawan Pawnshop
· Basic Pawnshop Operations Level 2- October 3, 2020 (Virtual Training) Palawan Pawnshop
SKILLS

· Proficient in Microsoft Office (Excel, PowerPoint, Word)
· Excellent written and verbal communication skills (Filipino, English)
· Self-motivated, independent worker, resourceful, problem solver, flexible, reliable, easy to adapt in the workplace, ability to work under pressure.

REFERENCES
Amerlito Nicolas
Brgy. Chairman
Contact No.09083849477

Ms. Abigail Benzon
Reconciliation Associate
RSU-Finance
Metrobank Card Corporation
Contact No. 09199986899

Mr. Nathaniel B. Lorenzo
Branch Operation Supervisor
Palawan Pawnshop
Contact No.09661704837


I hereby certify that the above information are true and correct for the best of my skills and knowledge.
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                                                                                                          _________________
                                                                                                          Signature of Applicant
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