

EDUCATION
	Degree
	School
	Major
	Start
	Completion Date

	Accounting & Payroll Administrator
	CDI College
	Payroll Level 1 &2
	September 2004
	April 2005

	Bachelor of Science in Business Administration- Major in Accounting
	Philippine University
	Accounting
	April 1983
	May 1987


WORK HISTORY
	Position
	Company
	Start Date
	End Date

	Processing Clerk
	Intria Items/CIBC
	March, 2000
	January 2004

	Office Support
	Pro-Temps Canada
	2001
	2003

	Secretary
	GE-MEELSA
	1995
	2000


SKILLS SUMMARY
	Skill Name
	Skill Level
	Experience

	Bookkeeping & Financial Accounting
	Intermediate
	5 years +

	Payroll Administrator
	Level 1& 2
	1 year 

	Administrative Clerk
	Intermediate
	6 years +

	Word
	Advance
	4 years

	Excel
	Advance 
	3 years

	PowerPoint
	Intermediate
	2 years

	Simply Accounting
	Intermediate
	1 year

	As-400
	Intermediate
	1 year

	ACCPAC
	Intermediate 
	1 year

	Access
	Intermediate
	1 year


AWARDS & CERTIFICATE
	Title
	Association
	Date Received

	Certified Payroll Administrator Level 1
	Canadian Payroll Association
	March, 2005

	Certified Payroll Administrator Level 2
	Canadian Payroll Association
	March, 2005

	Award of Distinction
	INTRIA Items/ CIBC
	April, 2003

	The Impact Award
	INTRIA Items/ CIBC
	June 24, 2003

	Award of Distinction
	INTRIA Items/ CIBC
	November, 2002

	Job Certificate
	General Electric-MEELSA
	February 27, 2000


