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	SUMMARY
Experienced accounting professional with more than 5 years of experience optimizing productivity, quality, and efficiencies. Highly dependable, ethical, and reliable team member and leader blending technical, organizational, and business acumen.


WORK EXPERIENCE 
	Thome Shipping Management (ROHQ) & Thome Service INC.,  
April 24, 2017 – September 23, 2021 – Accounts Payable Specialist 
System (Eyeshare, Shipnet)
JOB DESCRIPTION
· Coding and Routing Invoices
· Chasing for Approval of invoices
· Posting, transfers and payments the invoices
· Resolve the non-compliant invoices by communicating with the vendor.
· Do the project and initiatives assign every-year.
· Member of governance team & Invoice Processing team
· Knowledgeable in System’s Eyeshare & Shipnet functions related to IP routing, coding, posting process & Invoice’s resolution.

FEBRUARY – DECEMBEM 2023
PCF HR Solution Agency – Payroll Administrator 
System (ADP, QuickBooks)

JOB DESCRIPTION

· Ensuring the payment of employees
· Creating salary sheets and reports
· Gathering and maintaining employee records.
· Verifying working hours and pay rates.
· Handling payment issues
· Preparing invoices for the clients  
· Knowledgeable in System's ADP & Quickbooks function related to payroll payment and invoices for the clients.


	


EDUCATION
	JANUARY 09, 2023 - PRESENT
DIPLOMA IN DIGITAL BUSINESS MANAGEMENT CO-OP, TORONTO SCHOOL OF MANAGEMENT

JUNE 3, 2013 – MARCH 25, 2017
BACHELOR OF SCIENCE IN BUSINESS ADMINISTRATION (BSBA) FINANCIAL MANAGEMENT, 
ST. MARY’S COLLEGE OF TAGUM, INC.



SKILLS

· MS Word, Advance Excel, PowerPoint, ADP, QuickBooks, Eyeshare & ShipNet.
· Willing to learn
· Leadership skill
· Time management and organization skill
· Communication skill
· Ability to work on harmony with Co-workers.
· Eager & willing to add to their knowledge base skill.
· Problem Solving skill
· Performed other task which may be required by the position.
· Monitored and replied all queries in Emails, Skype etc.
· Protect organization value by keeping information’s confidential. 


LANGUAGES
· English & Tagalog






