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CAREER OBJECTIVE



	To belong in a company that seeks to employ my skills and capabilities, offer career enhancement, personal growth: to pursue a challenging career that will provide an avenue to significantly contribute to the organization’s growth of the company.
WORK EXPERIENCES




Admin Support Specialist/Accounts Assistant
Deployed Philippines, Inc. /Autoline Pty Ltd ( BPO)
Unit 16C and 16D Belvedere Tower, San Miguel Ave., Ortigas Ct., Pasig City 1605 
April 7, 2021 up to present

Duties and Responsibilities:

· Record EFT payment
· Extract daily bank statement from online banking, and update in EXO and daily bank reconciliation.
· Enter creditor invoices, issue customer credit notes as per Return Request
· Process creditor invoices from all branches
· Monitor Accounts Group Email
· Process supplier/customer credit application
· Send a copy of the invoice as requested by the customer.
· Monthly creditor statement reconciliation
· Import order processing.
· Following up customer overdue


Accounting Associate/Admin Assistant/Executive Secretary
Intex Resources Philippines Inc. (formerly Crew Minerals (Phils.)Inc.
13E 13th Floor Stata 100 Bldg., F. Ortigas Jr. Road,
Ortigas Center, Pasig City
September 1, 2006- July 30, 2020


DUTIES & RESPONSIBILITIES:
· Prepare all requirements of the President & other VP’s in applying any kind of Visa
· Assist admin manager in collecting information of new employees
· Hotel & airline booking reservation of the President & expats
· Prepare checks, petty cash vouchers of 2 companies
· Record daily transactions & send to the Accounting Department every end of the month
· Prepares checks for releasing & withdrawals
· Prepare data entries of cash advances liquidations of the President & CEO
· Remits payroll & other payments to supplier thru Internet banking
· Payment match of prepared checks thru Focus/Agresso Accounting System
· Renews municipal permits at City Hall 


Accounting Assistant
Running Mate, Inc.
Unit 20A 20th Floor Wynsum Corporate Plaza, Emerald Ave.,
Ortigas Center, Pasig City
May 12, 2005 to May 31, 2006

DUTIES & RESPONSIBILITIES:
· Calls the cashier of 10 branches to gather the Daily Sales Report
· Confirmed to Philweb Corp. the Daily Sales Report & command every branch to deposit.
· Handles petty cash of the admin & each branch.
· Enters daily transaction at Quickbooks
· Prepares payroll & daily cash flow of the company
· Computes monthly remittance of   SSS, PHIC, W/tax & Pag-ibig
· Prepares cash & check vouchers
· Handles accounts payable
 Junior Accountant
Interlink Business Agency & Accounting Services
Rm. 305 S & U Bldg., 961 Juan Luna St., Tondo, Manila
July 9 2001- April 30, 2005 

DUTIES AND RESPONSIBILITIES:
· Computes  amount of withholding tax on compensation, rental, SSS, PHIC, VAT, quarterly income tax, Percentage tax & Pag-ibig
· Collects the accounts of clients
· Types & prepares financial statement & income tax of different companies
· Process renewal of licenses at Manila City Hall
· Deposits & withdraws check in the bank
· Process documents at BIR, DTI, Makati City Hall & Manila City Hall


EDUCATIONAL BACKGROUND



Tertiary 			Bachelor of Science in Accountancy 		1996-2001
				Saint Mary's University 
				Bayombong, Nueva Vizcaya 
					
Secondary 			Saint Mary’s University				1992 – 1996						Bayombong, Nueva Vizcaya 

Elementary 			Casat Elementary School			1986 – 1992
				Bayombong, Nueva Vizcaya

			\POSITIONS HELD & AFFILIATIONS


Junior Philippine Institute of Accountants- member
Accounting Student Council- member

SEMINARS & TRAININGS ATTENDED
On-The-Job Training
Philippine Science High School
Bayombong, Nueva Vizcaya
October 2000 – March 2001  

Environmental Accounting Seminar
Hantson Hall
Saint Mary’s University
Bayombong, Nueva Vizcaya

VAAP Seminar on Compromise Settlement and Withholding Tax
Bureau of Internal Revenue
September 4, 2001








Age 			: 	43 years oldPERSONAL INFORMATION

Sex 			: 	Female
Civil Status		: 	Married
Weight			: 	110 lbs.
Height 			:	4’10”
Spouse			:	Joe Michael Lodevico
Father 			: 	Mario H. dela Rosa
Mother 			: 	Marietta T. dela Rosa

REFERENCES



Mary Ann F. Villanueva
Certified Public Accountant
Blk. 1314 Mandarin Homes 2
Malagasang 2 Imus, Cavite

Sunito C. Gesta
Acctg. Manager
Intex Resources Phil's., Inc.
13E 13th Floor Strata 100 Bldg.
F. Ortigas Jr. Rd., Ortigas Ctr., Pasig City
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