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CAREER OBJECTIVE:

To employ my knowledge and experience with the intention of securing a professional career with opportunity for challenges and career advancement, while gaining knowledge of new skills and expertise.



WORK EXPERIENCE:

Customer Service Representative						   TDCX
April 2023 – August 2023	
Customer Service Representative						Concentrix 
May 2021 – March 2023							   Megamall, Ortigas


Admin and Accounting Officer			Uncle Cheffy Group of Restaurants
February 2016 – March 2020								Pasay City
Tools: Quickbooks Accounting

1. Encoding the daily sales including the cancelled and void transactions.
2. Prepares the Payroll of employees
3. Prepares the Weekly Management Reports and Monthly Reports
4. Responsible in paying all the mandatory benefits of employees every month (SSS, PHIC,HDMF,BIR)

Credit and Collection 
1. Monitor Accounts Receivables of the company
2. Make Sales invoice for the company owned branches and franchise

Purchaser
1. Prepares Purchase Requisition and Purchase Order (Look for prices of the supplies needed)
2. Order items needed by the Company owned branch for operations. 
3. Give shedules for deliveries of commissary items for company owned branches and franchise.
4. In charge of food costing 
Catering Admin
1. In charge in the releasing catering budget and catering petty cash, received all liquidated catering budget.
2. Monitoring the Cash flow of catering department.
3. Encoding of all receipts that were being audited, in their proper classifications whether food, bev, etc.



EDUCATION:

BACHELOR’S DEGREE:			La Consolacion College Manila	
Bachelor of Science in Business Administration
Financial Management
Academic Year 2010 – 2014




SEMINARS AND TRAININGS:

Accounting for Management Decision-Making
Ateneo de Manila University, Graduate School of Business
August to September 2017




PERSONAL INFORMATION:

Birthplace:					Candelaria, Zambales
Birth date:					May 12, 1990
Nationality:					Filipino 
Civil Status:					Single 
Character Reference:			Available upon request
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