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 Christine Delos Santos
0912-705-7891
christine.h.delos.santos.24@gmail.com
marina st., brgy 4, san jose, antique, Philippines, 570 0
PROFESSIONAL SUMMARY
Highly motivated Accounting graduate looking for any job which suits my qualification . So that I can partake my knowledge in accounting at the same time to develop my communication and management skills and  properly utilized it in any job I may land with.
WORK EXPERIENCE
Administrative Assistant III (Senior Bookeeper)
Dec 2017 - Present
Department of  Education • San Jose, Antique, Philippines

Receiving, Checking the Correctness and  Processing Cash Advances of  School Maintenance and Other Operating Expenses (MOOE) of 9 Schools under my supervision.
Inspecting the deliveries of supplies of the requested purchases of the schools
Monitoring the implementation of the MOOE.
Conducting Technical Assistance to the school heads for the proper utilization of the MOOE.
Receiving , checking the correctness of the Liquidation report of MOOE.
Making Cash disbursement voucher, Obligation request status, jounal entry and cash disbursement registry.
Assisting School Heads on processing their Fidelity Bond Request.
Conduct inventory on the semi-expendable machinery and equipments purchased.
ENCODER
Aug 2017 - Dec 2017
BUREAU OF INTERNAL REVENUE • SAN JOSE, ANTIQUE, Philippines

ENCODING BACKLOGS OF THE BUREAU
ASSISTING CLIENT ON APPLYING FOR TAX IDENTIFICATION NUMBER
ENUMERATOR
Feb 2017 - Apr 2017
SAN JOSE MUNICIPAL OFFICE • SAN JOSE ANTIQUE

CONDUCT SURVEY THE NUMBER OF HOUSEHOLDS ON 3 BARANGAYS IN THE MUNICIPALITY OF SAN JOSE.
ENCODED THE DATA GATHERED ON THE SURVEY CONDUCTED.
ENCODER
Sep 2012 - Dec 2016
PHILIPPINE PORTS AUTHORITY • SAN JOSE, ANTIQUE/ FORT SAN PEDRO, ILOILO CITY

ENCODED INCOMING CONTAINER VAN AND OUT GOING CONTAINER VANS
COMPUTED STORAGE FEES FOR THE CONTAINER VANS STOCK ON THE PORT YARD.
ENCODED INCOMING WAL-IN CARGOES AND OUT GOING CARGOES
ASSISTED HARBOR MASTER ON THE DAILY BERTHING MEETING.
SALES CLERK
Oct 2011 - Feb 2012
GREMCROW ENTERPRISE • SAN JOSE, ANTIQUE, Philippines

SCALING COCO LUMBER
RECIEVING ORDERS FOR THE CUTTING OF COCO LUMBER
CASHIERING
SALES CLERK
Mar 2009 - Oct 2011
EI MARKETING • SAN JOSE, ANTIQUE, Philippines

ASSISTED COSTUMERS FOR THEIR ORDERS SUCH AS CEMENT, REINFORCED STEEL BARS, GI SHEETS, NAILS ETC.
INVENTORY OF HARDWARE PRODUCTS
ASSISTS FARMERS FOR THE FERTILIZER THEY WANT TO BUY AND PESTICIDES FOR THEIR CROP.
DOMESTIC HELPER
Oct 2008 - Jan 2009
EXPAT FAMILY • PUDONG, SHANGHAI

CLEANING THE HOUSE
PUTTING AWAY GARBAGE
BABY SITTING
COOKING
LAUNDRY
GARDENING
WALKING THE DOG
EDUCATION
BACHELOR OF SCIENCE IN CIVIL ENGINEERING
Jun 1998 - Apr 2000
ST. ANTHONY’S COLLEGE • san jose, antique

STUDIED GENERAL ENGINEERING SUBJECTS
BACHELOR OF SCIENCE IN ACCOUNTANCY
Jun 1998 - Apr 2005
UNIVERSITY OF ILOILO • ILOILO CITY, ILOILO, Philippines

GRADUATED WITH A GWA 80 %
SKILLS
ENCODING 
CAN WORK UNDER PRESSURE
BOOKEEPING
INVENTORY
COOKING
BAKING
CLEANING HOUSE
GARDENING
CAREGIVING/NANNY
PROFESSIONAL CREDENTIALS
PROFESSIONAL CIVIL SERVICE ELIGIBILITY PASSER
DIPLOMA IN BACHELOR OF SCIENCE IN ACCOUNTANCY
TESDA CERTIFICATE OF COMPLETION ON THE COURSE
1. HANDLING FINANCES
2. PREPATING CAKES
3. FOUNDATIOMS OF MASSAGE PRACTICE
4. DEVELOPING THE ABILITY TO RECOGNIZE AGING PROCESS
5. ENGLISH AS A MEDIUM OF INSTRUCTION
6. INTRODUCTION TO CAREGIVING
