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Objective

Education

BSINACCOUNTINGTECHNOLOGY
SorsogonStateCollege-BulanCampus
BusinessandManagementEducationDepartment
Zone8Bulan,Sorsogon

WorkExperience

Intern
GUBATSAINTANTHONYCOOPERATIVE-BULAN
05/2019-06/2019 Zone3Bulan,Sorsogon
Tasks:

DailyinchargeonupdatingtheirCashReceiptsandCashDisbursementsbooks.
Sortedandfileddailytheirclients'cashvouchers,withdrawals,depositsand

officialreceipts.
Assistedoutsomeclientsonprocessingtheirwithdrawals/deposits/payment/

loanprocesses,etc.
Occasionallyactedasafront-deskofficerongivingclientstheirreceiptsneeded

onprocessingfurtheractions.
Updatessomeoftheirclients'profileandfilingtheirdocumentsintheir

respectiveportfolios.

StudentAssistant
DOLE-SorsogonStateCollege,BulanCampus
05/2017-11/2017 Zone8Bulan,Sorsogon
Tasks:

Assistantattheschool'sBusinessManagementEducationDepartment'sDean
Office.

Helpedinfilingpapersandinaccomplishingsomereports.

Aself-motivated,disciplinedandhonestperson,whoadaptsimpeccablytoavarious
processesandenvironment.Persevere,active-listenerandopentolearnnew
knowledge.Abletoworkefficientlyevenunderpressure.Extremelystrongeyefordetail
ofworkandisverythoroughwitheveryworkprocess.



Sortedandfiledtheirimportantdocuments.
Taskedonphotocopyingandbindingdocuments.
Taskedoncheckingandensuringstudents'subjectsevaluationduringenrolment.

Achievement

CertifiedTaxTechnician
PhilippineAssociationofCertifiedTaxTechnicians

SeminarAttended

SeminaronTRAINLawandTaxPractice
LecturedbyMr.OmarErasmoG.Ampongan,PresidentandCOO

Languages

English ⚫⚫⚫⚫⚪

Filipino ⚫⚫⚫⚫⚫

Skills

Technicalskills Administrativeskills Computerliterate

ProficientonMSoperations Presentationskills Communicationskill

Canhandlestressandpressure Maximizestheuseoftime

Interests

Watchingmovies/series

Reading

CharacterReference

 Mrs.MarilynInocentes
IndustrialLinkagesandDevelopmentOfficer-09294089375


