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Camiling, Tarlac, Philippines
 +639216654167
E-mail: esereth_aquino@yahoo.com

PERSONAL INFORMATION


Nickname

:
Tere 


Birthday

:
March 15,1976


Sex


:
Female


Civil Status

:
Married

Citizenship

:
Filipino

Passport Number
:
VV 0656413

EDUCATIONAL ATTAINMENT


College
:
CAMILING COLLEGES





Camiling, Tarlac, Philippines





Bachelor of Secondary Education





October 2003

PHILIPPINE SCHOOL OF BUSINESS ADMINISTRATION

City of Manila, Philippines





Bachelor of Science in Accountancy (BSA)





April 1998

OBJECTIVES:

· To seek professional advancement that will utilize my academic training and relevant work experience in a team-oriented organization, offering challenge and diversification.
· To obtain a career within an established organization where my dedication, hard work, experience and proven accomplishments will enable me to provide a better opportunity for myself and my family.
CAREER PROFILE:

· A dynamic, team-spirited and result oriented individual.

· Hard-working, enthusiastic, efficient and organized professional.

· Resourceful in the completion of projects, effective and multi-tasking.

· Proficient in Computer (Microsoft Word, Excel, Access, and Accounting Software Packages).

· Well-developed communication skills, both verbal and written, and the ability to establish and maintain professional relationship.

· Dependable and can work well under pressure.

WORK EXPERIENCES

KBE GULF LLC

Umm Rammool, Rashidiya, 

Dubai, UAE




Department:
Accounts Department




Position:
Assistant Accountant



Duration:
December 22, 2007 to November 30, 2008
· Prepares Commercial Invoice for Letter of Credit transactions to be presented to the bank after signed approval from customer.

· Prepares Proforma Invoice as a requirement for customers opening for Letter of Credit or as requested by customer for Cash payments.

· Responsible for the posting of invoices, maintenance of accounts receivable schedule and to ensure that receivables are properly accounted for by doing the necessary follow-up for payments.
· Prepare receipts for payments and to make sure that cheques are deposited in the bank.
· Prepare packing list for purchase orders received using Alpha software.

· Prepare price quotations for enquiries of tender projects using Alpha Software.

· Maintains schedule of post dated checks issued by the company and from customers

· Maintains systematic filing of archives according to serial numbers.
· Maintains file copies of receipts, payment vouchers, purchases, journal vouchers and other supporting documents for easy retrieval
· Does other related work as required by higher authorities
TARLAC COLLEGE OF AGRICULTURE

Mac Arthur Highway, Barangay Malacampa, 

Camiling, Tarlac 2306, Philippines

Department:
Financial Management Services – Cashier’s Office

Position:         
Disbursing Officer

Duration:
December 1, 2005 – November 10, 2007
SCOPE OF RESPONSIBILITIES

· Encash checks and prepare payments of cash for payrolls and vouchers.

· Verify and pay salaries/wages, overtime pays, per diems and traveling expense of employees and laborers.

· Review payrolls and renders cash count daily.

· Maintain cash disbursement records for all disbursements made by fund daily.

· Prepare Reports of Disbursement that tally with disbursement records, and other required reports.

· Maintains systematic file of all reports rendered

· Assists the Collecting Officer in the collection of fees during enrolment.
Department: 
Financial Management Services – Accounting Office

Position:
Accounting Clerk

Duration:
September 2003 to November 30, 2005

SCOPE OF RESPONSIBILITIES

· Receive Obligation slips (OS)/Budget Utilization slips (BUS), checks completeness and correctness of supporting documents and prepare disbursement vouchers.

· Monitor and ensure that all vouchers prepared are properly processed and approved by signatories.

· Keep and tally the subsidiary ledgers of Payables with General Ledger for different funds.

· Prepare Journal Entry Vouchers for adjustments to be made.

· Post accounting journals to General Ledgers for different funds.

· Prepare monthly trial balance for different funds and consolidated trial balance.

· Process liquidation reports for cash advances made by bonded employees.

· Prepare monthly schedule of tax remittance for Regular Fund and Trust Use of Income Fund.

· Detach, distribute and file approved vouchers, OS/BUS and other supporting documents.

· Assists during enrollment and in the issuance of student clearances.

LAND BANK OF THE PHILIPPINES

Arellano Street, Poblacion C,

Camiling, Tarlac 2306, Philippines


Position:  
Customer Associate – New Accounts


Duration: 
January 2001 – February 2002

SCOPE OF RESPONSIBILITIES

· Handle new accounts accurately and efficiently.

· Prepare Certificates of Time Deposit and passbook for newly opened accounts.

· Prepares monthly bank statement of Current Account depositors.

· Prepare tickets and Inter-Office advices of telegraphic transfers, cleared Cash Letters, Managers checks and pensions.

· Prepare reports of Social Security System (SSS) Daily Abstract & Summary, Phil. Health Insurance Co. (PHIC) collections, Bureau of Internal Revenue (BIR) Proof list, and outstanding Managers checks, Cashiers checks & Gift checks.

· Responsible for the requisition of Personal/Commercial check booklets.

· Prepare receipts for SSS contributions.

· Maintain systematic filing of reports and file copies.

Position:  
Customer Associate – Clearing

Duration: 
August 2000 – December 2000

SCOPE OF RESPONSIBILITIES

· Balance all checks sent for clearing against day’s transaction.

· Encode/microfilm all checks for clearing.

· Prepare delivery statements and Inter-Office Advice of checks received from clearing.

· Process checks received for clearing through Electronic Check Clearing System (ECCS).

· Maintain Subsidiary Ledgers and prepare assigned monthly reports.

· Maintains Interbranch Transactions Reciprocal Accounts Reconciliation System (IBTRARs).

· Maintains Modified Disbursement System (MDS).


Position:  
Customer Associate – Bookkeeper


Duration:  
October 1999 – February 2000

SCOPE OF RESPONSIBILITIES

· Balance all deposit slips, encashed checks, Official Receipts issued and other documents received by tellers against transactions print-out for the day and prepare the necessary report.

· Update clients’ balances of Certificate of Time Deposit (CTD) ticklers

· Responsible for the posting of debit and credit memorandums

· Prepare disbursement vouchers necessary for the banks’ supplies and maintenance expenses.

· Maintain ledgers of Salary Loan

· Projects image of the bank as an institution which is socially oriented, financially viable, strong and enduring.

· Helps in deposit generation.

