

	marianne rochelle legaspi
Email: mariannerochelletapia@yahoo.com


	Working for 8 years as an account payable, as well as strong proficient with computers and SAP System, seeks the position as an Accountant where accounts payable and other accounting task will be efficiently handled and can contribute to my knowledge and new learning.


Experience
	
July 2021 – MAY 19, 2023
336 Centennial Road Kawit, Cavite, Philippines 4104
accounts officer, shadow office solutions-outsource financial pty ltd (Shared Service)
· Protects organization’s value by keeping information confidential.
· Assisting Chief Financial Officer in commission payment of Brokers.
· Support Staff in relations with data entry in Loanworks, Payway (Westpac Online Payment) and Accounting System.
· Verifying Brokers documents submitted in email.
· Answers Broker’s queries via email and attend to their concern whenever possible.
· Reconciling and adjust Broker’s commission if there is a discrepancy in the amount.
· Sending notice to brokers for their negative balances and collecting them to their Direct Debits.
· Recording payment deposited to companies’ account.
· Process of software payments and billed all brokers who has subscription on it.
· Performing manual computation of brokers commission whenever there is a mispayment or over payment.
· Process refund to brokers and report this to CFO for approval.
February 2019 – July 2021
411 Antonio Flores St. Ermita, Manila, Philippines 1000
accounts payable assistant, Philippine primark properties inc
· Completes payments and controls expenses by receiving, processing, verifying, and reconciling invoices.
· Charges expenses to accounts and cost centers by analyzing invoice/expense reports; recording entries.
· Pays employees by receiving and verifying expense reports and requests for advances.
· Maintains historical records by monitoring of documents via Excel and filing
· Disburses petty cash by recording entry and verifying documentation.
· Protects organization’s value by keeping information confidential
· Assisting Financial Reporting Team by providing information needed during month end reporting.

	June 2017 – february 2019
901 Apacible St., Cor Leon Guinto St. Ermita, Manila Philippines, 1000
Accounts payable Assistant, cosmic tech nologies inc
· Process of Employee Cash Advances
· Liquidation of Employees Cash Advances and Reconciling it to SAP System.
· Journal Entries.
· Summarizing Employee Government Contribution (SSS, PHIC & HDMF)
· Processing billing from affiliates.
· BIR Supplier Alphalist and VAT Relief Every month.
· Strictly monitors all employees past due account. 
· Strictly verifies attachment for disbursement purposes
november 2015 – july 2016
731 Roxas Blvd, Brgy. Tambo, Paranaque City, Philippines, 1701
accounting staff, centron energy savings technology corp.
· Process of AP Vouchers to all Vendors and Suppliers.
· Computation of Dealers' Commission.
· Processing of Employees Cash Advances.
· Replenishment of department’s Petty Cash Funds.



Education
	april 2015
bachelor of science in accountancy
national college of science and technology
140 Emilio Aguinaldo Highway, Dasmarinas City Cavite, Philippines 4114


	march 2007
secondary level, pag-asa national highschool
Governors Drive, Victoria Reyes, Dasmarinas City Cavite, Philippines, 4113
3rd Honorable Mention


Skills
	SAP System
Solution Base Accounting System
Proficient in MS Office and MS Excel
Excellent Communication Skills
Quick Learner
	Keen to details and processing.
Time management
Process and embraced improvements
Good Communication Skills
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