












Gladys Aner
Bookkeeper

Conscientious and thorough Bookkeeping Assistant considered productive team player in busy accounting office. Positive and courteous communicator offering calm telephone and email etiquette. Flexible professional trained in electronic Financial Reporting System. Organized and dependable candidate successful at managing multiple priorities with a positive attitude. Willingness to take on added responsibilities to meet team goals.
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Work 
History


Senior Bookkeeper
Department of Education - Samar Division
Catbalogan City, Samar
Philippines
March 2018 - March 16, 2024

-Collaborated with accounting team members on special projects, contributing valuable insights to achieve desired outcomes.
-Enhanced collaboration between departments by serving as a liaison for financial matters.
-Improved financial accuracy by maintaining organized and up-to-date financial records.
-Provided timely financial data to assist managers in making informed decisions about business strategy and operations.
-Reduced discrepancies in financial statements by conducting thorough reconciliations on a regular basis.
-Conducted periodic internal audits to identify potential areas of improvement within the bookkeeping process.
-Assisted with budget preparation and monitoring, providing valuable input to decisionmakers.
-Managed accounts payable and receivable tasks, maintaining accurate records and reducing errors.
-Assisted with payroll processing, ensuring accurate calculation of employee wages and tax deductions based on current regulations.
-Ensured timely invoicing and payment tracking, resulting in improved cash flow management.




Trainings


TESDA NCIII
Bookkeeping
Issued on November 10, 2022
Valid until November 9, 2027


Civil Service Examination
Eligibility: Professional
Rating: 80.90%
Issue on April 17, 2016



Regional Workshop on the Preparation, Reconciliation, and Submission of CY 2023 Year-End Financial Reports
January 8, 2024 to January 12, 2024.


Certified Tax Technician Review/Seminar
May 3, 2019 to May 5, 2019.



Education


Master's Degree
Masters in Management Major in Public Administration
August 2022 - September 2023
Philippine Christian University
Malate, Manila
Philippines


Bachelor's Degree
Bachelor of Science in Accountancy
SY 2012-2016
Saint Mary's College of Catbalogan
Catbalogan City, Samar
Philippines



Address
Catbalogan City,
Philippines 6700


Phone
+639479598401



E-mail
gladysaner293@gmail.com
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