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diosa garcia valencia
 307 Zone 07, Pangao, Lipa City Batangas

 0965-269-4181
garciadiosam_26@yahoo.com
​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​
CAREER OBJECTIVE:














To succeed in an environment of growth and excellence and earn a job that provides me job satisfaction and self-development and helps me achieve personal as well as organizational goals.
EDUCATIONAL BACKGROUND:

BS in Business Administration Major in Financial Management

Batangas State University J.P.L.P.C Malvar Campus

Poblacion Malvar Batangas

2008-2012

ACHIEVEMENTS / HONORS:

Deans’ Lister

Second honor for the 1st Semester 

First Year-Academic Year 2008-2009

Second honor for the 1st and 2nd Semester

Third Year-Fourth Year -Academic Year 2010-2012

Batangas State University

J.P.L.P.C Malvar Campus, Poblacion Malvar Batangas


Scholarship Grant:
Cong. Mark Llandro “Dong” Mendoza Educational Support and Scholarship Program

Lipa City Batangas

2008-2012
WORK EXPERIENCES:

ACCOUNTING ASSISTANT  
(Accounts Receivables & Paid-up Capital)
Gen. Luna St. Sabang, Lipa City Batangas

July 2022-Present

Duties and Responsibilities:
· Maintains an updated list of members’ capital shares and records of transfer and withdrawal of shares of stocks.
· Ensures accurate computations and preparations of yearly patronage refunds, interest on share capital, incentives, and stocks dividend.
· Provide members’ consolidated Purchases and Aging of Accounts Receivables of all branches.
·  Provide branches with the updated list of paid-up capital, list of delisted and deceased members, and list of members approved to offset their accounts receivables against their paid-up capital.
· Responsible for attending to members’ needs and inquiries and taking proper actions as necessary.
Accounting aSSISTANT-payroll

LIMCOMA MULTI - PURPOSE COOPERATIVE


Gen. Luna St. Sabang, Lipa City Batangas

July 2014-June 2022
Duties and Responsibilities:
· Prepares payroll as scheduled by calculating employees ‘compensation & deductions.
· Prepares 13th-month pay and other benefits.
· Safe keeps records and files of payroll deductions including SSS contributions, PAGIBIG remittances, loan payments, tax, and other salary deductions.
· Prepares employees’ annual income tax return ITR.

· Answering employee questions and complaints about payroll.
ACCOUNTING ASSISTANT (BOOKKEEPER)
LIMCOMA MULTI-PURPOSE COOPERATIVE
(Agency:GOLDEN DREAMS WORKERS COOPERATIVE)
Gen. Luna St. Sabang LIpa City Batangas
May 2012-June 2014

Duties and Responsibilities:
· Performs bookkeeping activities.

· Prepares report of sales book, trial balance, and members’ purchases.

· Prepares to the age of accounts receivable.

· Prepares consolidated members’ purchases.

· Reconciles member’s account and makes necessary adjustments.

· Performs monthly bank reconciliation.

· Entertaining members verifying their accounts
· Prepares financial statement of processed meat.
ORGANIZATIONAL AFFILATION:


AUDIT & INVENTORY COMMITTEE (AIC)

LIMCOMA EMPLOYEE’S MULTI-PURPOSE COOPERATIVE
Gen. Luna St.  Sabang, Lipa City Batangas


March 2015-March 2022
BOARD OF DIRECTOR (VICE-CHAIRMAN)
GOLDEN DREAMS WORKERS COOPERATIVE

Gen. Luna St.  Sabang, Lipa City Batangas
AUDIT & INVENTORY COMMITTEE (AIC)

GOLDEN DREAMS WORKERS COOPERATIVE

Gen. Luna St.  Sabang, Lipa City Batangas


June 2012-March 2013
TRAININGS/SEMINARS ATTENDED:

Witholding Tax 101 Seminar (Includes Alphalist)

Webinar-FinancePh Seminar
June 11, 2022
Webinar for Bookkeepers and Accounting Clerks
Accounting Office

October 1 & 2, 2020

Tax Reform for Accelaration and Inclusion (TRAIN LAW) (Republic Act No. 10963)
Lipa City Cultural Center

February 13, 2018
Learning Session on Environmental Issues and Updates in the Philippines and BIR Issuance RR No. 1-2015 on De Minimis Benefits

Ginazel’s Function Hall, Batangas City

March 20, 2015

2013 Annual Survey of Philippine Business and Industry (ASPBI) Respondents’ Forum and 25th National Statistics Month (NSM) Celebration

Uncle Cheffy Restaurant, Brgy. Sabang, Lipa City Bats.

October 15, 2014
NCC Capacity Building Program “Discovering Government E-Service”

Ponte Fino Hotel, Batangas City

July 9, 2014

“Basic Cooperative Course”

Audio Visual Room, LIpa City Hall, Marawoy, Lipa City

May 22-23, 2014

“CABEIHM Graduate School Research Colloquium”


Batangas State University, Gov. Pablo Borbon Campus I-Batangas City


October 27, 2013
“On the Job Training”: Lipa Bank Inc. (A Rural Bank)

San Jose Branch, Makalintal Ave. Brgy.Taysan,SanJose, Batangas


November 21-March 6, 2012
“Mastering Financial Management: A Leap to Managerial Decision Making”


Batangas State University-Malvar



        


October 11, 2011
2nd Regional Convention “Financial Planning and Management: 

Keys Toward Reaching Financial Goals”


Lyceum of the Philippines University-Batangas   

October 5, 2011

“2nd Finance Forum” Special Academic Convocation: The State of Economy: Public and Private Finance towards Social Development

Adamson University, Manila, Philippines


        


September 3, 2011


“JCFAP Lecture Series”


PSE Tektite Bldg. Ortigas, Pasig City

 August 31, 2011



“Wonders of Green Business and Financial Literacy: A Tool for Economic Environment”  BSU-Main Campus 1
February 11, 2011

“Unleashing Financial Capabilities beyond Numbers”


Lyceum of the Philippines University-Batangas                    


September 6, 2010
” Financial Literacy: A New Opportunity for Development”
De La Salle University – Manila                                             

JCFAP National Convention 2010


November 27, 2010
PERSONAL BACKGROUND:


Age


: 
33 years old

Birth Date

: 
July 26, 1989


Birth Place

:
Lipa City Batangas

Sex


:
Female

Civil Status

:
Married

Citizenship

:
Filipino

Religion

:
Roman Catholic
SKILLS AND CAPABILITIES:

· Competent in doing accounting processes and analytical procedures

· Proficient in using Microsoft Word, Microsoft Excel, and Publisher
· Highly motivated self-starter who takes initiative with minimal supervision

· Fast Learner, hardworking, responsible, strong communication skills, and trustworthy 
· Willing to try new things and interested in improving efficiency on assigned tasks.
CHARACTER REFERENCES:




Mr. Eric Panghulan



Ms. Gina Rodelas

Accounting Manager 



General Accounting Supervisor

Limcoma Multi-Purpose Cooperative

Limcoma Multi-Purpose Cooperative

0956-198-0210




0917-176-4503

Ms. Shirley P. Maralit



Ms. Lucila Hernandez, CPA

Accounting Cost Supervisor

             Former Finance Division Manager


Limcoma Multi-Purpose Cooperative

Limcoma Multi-Purpose Cooperative

0917-153-6074




0926-039-3650

I hereby certify that the above information is true and accurate to the best of my knowledge and belief.

                                                                                                                     DIOSA G. VALENCIA
                                                                                              Applicant
