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2053 E. Pascua Street, Brgy. Kasilawan, Makati City 
Cell Number: (0905) 21 21174 
E-mail Address:  josiejarabo.sbu@gmail.com
Objective
Seeking a teaching position to utilize my dedication to fostering quality education and passion for fulfilling students’ educational needs and development.
Professional Skills Profile
· Almost eleven (11) years of work-related experience in:
· General Accounting (General Journal, General Ledger and Cash Reconciliation)
· Accounts Receivable and Collection Reports for the College of Law, College of Medicine and College of Nursing Students
· Budgeting Policies and Procedures Budget and Student Funds Disbursements and Reconciliation
· Cash Receipts Summary for the Academic Year
· Credit and Collection Operations
· Internship at Development Bank of the Philippines - Sorsogon Branch, Commission on Audit Department 
Educational Background

CERTIFICATE IN PROFESSIONAL TEACHING PROGRAM (CPTP)
21 Units Earner
National Teachers College
629 Nepomuceno St, Quiapo, Manila

MASTER IN BUSINESS ADMINISTRATION
San Beda University – December 2020
638 Mendiola, Manila 1005

RECOGNITION/ AWARD RECEIVED
Very Rev. Fr. Aloysius Ma. A. Maranan, OSB Servant Leadership Award
Bachelor of science in accountancy
St. Louise De Marillac College – March 2000
Sorsogon, Sorsogon City
Skills & Abilities
· Certified Bookkeeper - NC II Bookkeeper passer conducted by the TESDA NC II Training Examination
· Knowledge of General Accounting and Bookkeeping procedures
· Familiarity with Financial Regulations such as BIR Rules and Regulations
· Ability to handle sensitive and confidential information 
· Speak English and Tagalog fluently.
· Knowledge of Basic Computer Skills
· Teamwork player
· Adaptability and Flexibility
· Patience and Tolerance
· Self-Motivated
· Attention to details

Trainings and Seminars
· Ezacc  Training Center – 13 hours course of Australian Taxation, Bookkeeping and Payroll with Xero Accounting – September 17 & 18, 2023.
· Essentials of Business English – Ignatian Center for Continuing Education – August 19 & 21, 2023
· 2022 SEC Communication, Advocacy and Network (SEC CAN!) Webinar Series – April 8, 2022
Topic: Benefits of Registering as Nonstock Corporations; Who May Incorporate;
How to Register and Comply with the Reportorial Requirements
· Competencies of Jobrise Modules as part of the Wadhwani Opportunity’s 21st Century Core Employability Skills Program – Wadhwani Foundation, Inc. – April 29, 2022
· Tuition & Other School Fees HEI Talakayan (CHED) – March 30, 2022
· All About Income Taxes (Batch 5)
· IPG Training Institute for Professional Advancement – June 10, 2020
· Webinar on Redefining Cash Flow Forecast during COVID-19 Crisis
· The Philippine Association of Management Accountants
· Cybersecurity and Ethical Hacking Awareness Session – March 28, 2019 at San Beda University
· #MH Campus: Building Mental Health – Friendly Campuses” – March 13, 2019 at Centro Escolar University
· Research Paper Presenter - 8th International Conference of Regional Network on Poverty Eradication (RENPER) – October 24 to 25, 2018 at San Beda University 
· “We serve…we lead…we care… Advocating Servant Leadership in Upholding Harmonious Relationship in the Workplace and Community” – October 14, 2017 at San Beda University

Work Experiences
SAN BEDA UNIVERSITY
· Part-Time Faculty – since 2nd Semester of AY 2022-2023

· BUDGET SPECIALIST/ ANALYST (November 23, 2021, up to the present)
· Assist with planning and maintaining the university finances
· Review departmental budget proposals and funding requests
· Conduct cost/benefit analysis to determine the value
· Submit budget recommendations for approval or rejection of funding requests
· Explain and defend recommendations to management and stakeholders
· Collaborate with Comptroller and VP Finance Director to develop the final consolidated budget
· Review various student organizations’ budget proposals and funding requests
· Monitor Student Funds for all Academic Departments (Grade School to Graduate Schools) to ensure spending remains within the budget
· Review, reconcile, and make necessary corrections/ adjustments to student funds against the system
· Prepare Statements of Receipts and Disbursements for various Student Funds of all academic units
· Enrollment and processing of insurance coverage of faculty, employees, students, athletes, various property, and motor vehicles.
· Processing of insurance claims for employees, athletes, and motor vehicles
· Processing of retirement benefits of all Employees in all academic and non-academic units
· Preparation of related financial reports for PAASCU/ ISO Accreditation
· Monitoring and preparation of Capital Expenditures (CAPEX) Schedules for BOT meetings
· Prepare audit schedules quarterly and annually
· Record and prepare schedules for insurance amortizations quarterly and annually 
· Preparation of other related financial reports as needed

· BUDGET ASSISTANT (September 01, 2017 – November 22, 2021)
· Record daily cash receipts and prepare cash receipts summary monthly
· Monitor Student Funds for all Academic Departments (Grade School to Graduate Schools)
· Prepare Statements of Receipts and Disbursements for various Student Funds of all academic units
· Enrollment and processing of insurance coverage of faculty, employees, students, athletes, various property, and motor vehicles.
· Processing of insurance claims for employees, athletes, and motor vehicles
· Processing of retirement benefits of all Employees in all academic and non-academic units
· Preparation of related financial reports for PAASCU/ ISO Accreditation
· Monitoring and preparation of Capital Expenditures (CAPEX) Schedules for BOT meetings 
· Participate in the audit quarterly and annually








PINES DEVELOPMENT CORPORATION
     FINANCE OFFICER  - Part Time ( March 2014 up to the present)
· Prepare Financial Statements (General Journal, General Ledger, General Voucher, and Trial Balance) quarterly and annually
· Prepare and submit monthly, quarterly, and annual reportorial requirements of Securities and Exchange Commission (SEC) and Bureau of Internal Revenue (BIR)
· Prepare all government remittances such as BIR payments, SSS, Philhealth and Pag-ibig remittance monthly.
· Record, review, and reconcile cash receipts and cash disbursements reports
· Facilitate Credit and Collection Operations
· Conduct quarterly and annual audits for review and final report of the external auditor
REFERENCES
1. Irwin II Edillor                            HR Department - San Beda University                           8726 - 2332
2. Wilfredo Balangue                     President – Pines Development Corporation               0917-5370064
3. Jobe Viernes                                 EO, Coordinator – San Beda University – GSB             8726 – 2332 loc 2117
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