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CAREER OBJECTIVE
Dedicated and detail-oriented professional with a proven track record in both accounting and all-around staff roles, seeking a waitress/server position. Leveraging my diverse skill set, including strong organizational abilities, multitasking proficiency, and financial acumen, I aim to contribute my versatile background to optimize agricultural operations. Eager to apply my interpersonal skills, adaptability, and precision to ensure efficient farm management while maintaining a keen focus on detail and productivity.

CAREER HIGHLIGHTS
Versatile Professional: 2 years as Accounting Staff & 2 years as All-Around Staff Financial Expertise: Proficient in bookkeeping, budgeting, and financial analysis
Customer Service Excellence: Exceptional customer service skills honed during All-Around Staff role Multi-Tasking and Time Management: Efficiently managed multiple tasks and met deadlines consistently Team Collaboration: Fostered positive working relationships with internal and external teams
Problem-Solving Skills: Addressed financial discrepancies and handled challenges effectively Adaptability: Quickly adapted to changing roles with flexibility and a positive attitude
Effective Communication: Clear and concise communication with teams and stakeholders Organizational Skills: Maintained accurate financial records and contributed to workplace efficiency Initiative and Leadership: Took initiative, assumed additional responsibilities, and provided leadership support.

EDUCATION


Tertiary
Catanduanes State University
BS Business Administration Major in Marketing Management


2020
Philippines


EXPERIENCES


Accounting Staff
JCD Infosearch & General Services Inc.

2021 - Up to Present
Mandaluyong City, Philippines


Bookkeeping: Maintain accurate and up-to-date financial records. Accounts Payable: Process and verify invoices and expense reports. Accounts Receivable: Generate and send out invoices.
Bank Reconciliation: Reconcile bank statements with company records.
Financial Reporting: Prepare financial statements, including income statements and balance sheets. Generate financial reports for management review.
Budgeting and Forecasting: Assist in the preparation of budgets and financial forecasts. Monitor budgetary performance.
Tax Compliance: Assist in preparing tax returns and ensuring compliance with tax regulations. Provide insights and recommendations based on financial analysis.
Audit Support: Support external or internal auditors during the auditing process.

Expense Management: Analyze spending patterns and recommend cost-saving measures. Communication: Collaborate with other departments and communicate financial information effectively. Compliance and Regulation: Stay informed about changes in accounting standards and regulations.
Ensure compliance with relevant accounting principles.
Problem Solving: Investigate and resolve discrepancies or issues in financial records. Provide solutions to improve financial processes.
Documentation and Record Retention: Maintain organized and accurate financial documentation.


All Around Staff
Jamogz Kitchenette

2014 - 2016
Mandaluyong City, Philippines


Customer Service: Interact with customers in a friendly and professional manner.
Administrative Tasks: Perform general office tasks such as answering phones, filing, and data entry. Assist with scheduling and coordination of appointments or meetings.
Communication: Communicate effectively with team members and management. Convey information clearly to customers or clients.
Basic Technical Support: Provide basic technical assistance to customers or colleagues. Troubleshoot common issues and escalate more complex problems to the appropriate personnel. Provide information about products or services to potential customers.
Inventory Management: Monitor and manage inventory levels. Assist in restocking and organizing inventory as needed.
Multitasking: Handle multiple tasks simultaneously and prioritize workload. Adapt to changing priorities and deadlines.
Team Collaboration: Work collaboratively with colleagues to achieve team goals. Support team members as needed.
Problem Solving: Identify and resolve routine problems or issues. Seek assistance or escalate issues when necessary.
Flexibility: Adapt to changes in work responsibilities or procedures. Willingness to take on additional tasks as needed.

KEY SKILLS


Physical Stamina Willingness to Learn Attention to Detail Teamwork
Time Management Problem-Solving
Basic Mechanical Skills

REFERENCES

Communication Adaptability Responsible Attitude Initiative
Basic Mathematical Skills Interest in Agriculture Safety Consciousness



Anthony Padilla
JCD Infosearch & General Services INc HR Head
Contact #: (02) 8534 8840
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