DENISSE ALVAREZ
Position Applied: ACCOUNTING STAFF/ ADMIN ASSISTANT
Email Address: dhenalvarez27@gmail.com 
Mobile No.: +639754345731



CAREER OBJECTIVE:

Seeking a challenging position that offers professional growth and advancement while utilizing the knowledge and experiences I acquired over time with the end view of contributing to the achievement of the company’s goals and objectives.WORK EXPERIENCES:


Position:		Accounts Payable Staff
Company:		Yes Prints and Inks Enterprises
Address:		Jordan Plains IV, Quezon City, Philippines
[bookmark: _GoBack]Duration:		January 2022 – to December 30,2023

Job Descriptions:
	
	
· Checking email requests if complete and with approval (attachment, amount, approval)
· Preparing vouchers for their request.
· Process all request correspond to their email.
· Process online payment (to ensure that the details: amount, account name/number, reference) is correct
· Preparing Statement of Account, Summary of Billing and Billing Invoices to be submitted at client’s Head Office.
· Encoding check vouchers, invoices, bank transfers, transfers, received payments, credit notes, and others as required.
· Encoding the transaction in Quick Books.
· Communicate client concern and other matter
· Updating passbook for bank reconciliation purposes
· Prepare all needed documents needed by superior


Position:	Admin Assistant/ Archive Clerk 
Company:	Continental Real Estate 
Address:	ADCB Building Sharjah, UAE
Duration:	June 2018 – June 2019

Job Descriptions:

· Assist manager with contract and work order administration, correspondence, file maintenance, and tenant/vendor follow-up on work performed
· Assist in maintaining all files for properties
· Act as liaison between manager and tenants in handling problems, and complaints and promote a professional working relationship with our client
· Process payments made by the customer – whether in cash or cheque.
· Receive payments by cash and cheque.
· Issue receipts, refunds, credits, or changes as per the customers.
· Process service and maintenance requests, dispatch vendors, and monitor performance
· Prepare lease abstracts, set up tenant files, monitor lease expiration, and assist manager with renewals as directed
· Assist manager with other special projects as directed
· Assist with the preparation of annual budgets
· Liaison for building management



Position:	Cashier 
Company:	Bein Al Qasrain 
Address:	Sharjah UAE
Duration:	March 2016 – March 2018

Job Descriptions:
· 
· Work with customers with the most cheerful and pleasant disposition.
· Give answers to customers’ questions or concerns related to the product they are charged to sell and demonstrate good knowledge of the product.
· Communicate and assist customers in any way possible as the customers may require.
· Deal with customers’ complaints professionally and with restraint.
· Responsible for creating new relationships with clients, and networking with as many people as possible. 
· Responsible for knowing the needs of her customers. She must predict their needs before the customers express them, always staying one step ahead. 
· Maintaining open lines of communication is key; good salespeople reply promptly to every customer.
· Manage transactions with customers using cash registers
· Scan goods and ensure pricing is accurate
· Collect payments whether in cash or credit
· Issue receipts, refunds, change or tickets
· Redeem stamps and coupons
· Cross-sell products and introduce new ones
· Resolve customer complaints, guide them and provide relevant information
· Greet customers when entering or leaving the store
· Maintain clean and tidy checkout areas
· Track transactions on balance sheets and report any discrepancies
· Bag, box, or gift-wrap packages
· Handle merchandise returns and exchanges

Position:		Audit Office Assistant (Immersion)
Company:		Commission on Audit (Chairman’s Office) 
Address:		Fairview Commonwealth Quezon City Philippines  
Duration:		May 2014 – August 2014

Job Descriptions:

· Responsible for establishing and maintaining an effective document control system.
· Accountable for registration, distribution, filling, and archiving of all documentation related to the execution of the integrated legal memorandum, office orders, and COA decisions both hard and electronic copies.
· Prepares transmittal letters and receipts concerning the documents in circulation of incoming and outgoing correspondence.
· Provide reproduction of documents, scanning, encoding, and putting bar codes in all government outgoing letters.
· Answered, screened, and directed inbound phone calls, and fax messages appropriately.


· Received and assisted guests/ visitors and escorted them to the correct destinations; offices, rooms, or meeting rooms.
· Took verbal and written messages and transmitted them to the exact person/destination.
· Handled general requests for information and data.
· Interacted well with the public.
· Monitor the use of supplies and replenish them as and when needed
· Perform another task as needed from time to time.


EDUCATIONAL ATTAINMENT:	

Education Level:	Bachelor Degree
Education Field:	Bachelor of Science in Business Administration
     	Major in Marketing Management
School/University:	National College of Business and Arts Fairview
Location Address:	L1&2 Commonwealth cor. Regalado Avenue
Brgy. Fairview Quezon City
Date Attained:	June 2012 - October 2015


Education Level:	Accountancy (Undergraduate)
Education Field:	Bachelor of Science in Business Administration
Major in Accountancy
School/University:	           AMA Computer University Inc.
Location Address:	           AMA bldg., III, Maxima St. Villa Arca Subd., Project 8, Baesa 1, Quezon City
Date Attained:	June 2011 -April 2012 

Seminars &Trainings Attended:

· I am a Young Mover
The Mark Prof Road Show Series 2014
UP Diliman LEG
August 9, 2014

· Speak-Up, Stand-Out Seminar
National College of Business and Arts
February 10, 2015

Affiliation:

· Member of Junior Marketing Association
National College of Business and Arts Fairview, Quezon City

PERSONAL DATA:	
Nationality:	Filipino
Height:	5’5”
Weight:	150 lbs.
Birthplace:	Quezon City, Philippines
Spoken: 	English and Filipino
Vaccinated:	1st & 2nd Dose Done (As per DOH Protocols)











SKILLS:	

· Office Administration, Document Control, Maintaining Logs, Records & Data Analysis, Technical Management.
· Ability to maintain accurate records
· Flexibility in adjusting work schedules to meet load demands.
· Ability to meet and work with people in a positive and helpful manner.
· Can speak English fluently.
· MS Office Applications and Internet Usage.

I hereby certify that all information are true and correct with the best of my ability.




Denisse Alvarez
Applicant
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