JOCELYN H. MANGCUPANG
Waling-Waling ext. Purok 7 Tunasan, Muntinlupa City
Manila Philippines
Cell. # +639184392484

Tel. # ( 632 )-7734388
PERSONAL  BACKGROUND:

AGE      



:        29
SEX 




:        Female
DATE OF BIRTH   


:        May 8, 1977  


NATIONALITY                                 :        Filipino

NAME OF MOTHER


:        Josefina C. Herrera
OCCUPATION 


:        House Keeper

NAME OF FATHER


:        Faustino Herrera
OCCUPATION                                  :        Deceased
EDUCATIONAL  BACKGROUND :
COLLEGE                                        :          Cagayan Colleges Tuguegarao  







           Tuguegarao, City
                                                                        BS Accountancy






           1994-1998
SECONDARY 


:          Cagayan National High  School



                   
            Tuguegarao, City



                     
           1990-1994
ELEMENTARY 


:          Dagupan Elementary School


                                               Tuao, Cagayan Valley



                                   1985-1990
WORK BACKGROUNDS :

BIO RESEARCH INC
Sucat Paranaque City
Accounting Clerk                 
· Responsible for posting & bookkeeping of payments / transactions & analysis of schedule.

· Preparation of Cash Disbursement book , Cash receipts books and Bank Reconciliation.

· Responsible for monthly report  such as  monthly sales report,  casualty report.  Adjusting entries and summary of cashiers daily report of branches.  Taxes & Licenses schedule.

· Preparation & Releasing of  Checks.   partly trial balance. 

· Supplies Custodian, Petty Cash Custodian,   Purchasing, Payroll preparation.

· Responsible for bank transactions such as opening new accounts, follow up documents, widraw salaries, depositing to the bank and others.

· Do other jobs assigned by my supervisors.
DRUGMAKERS LABORATORIES               
South Superhighway, Paranaque City

Accounting Clerk

· Checking the accuracy  and correctness of the documents received for payments.  Routing 

documents to concern department in a timely manner for proper monitoring  and approval of                 payment.
· Preparation of weekly budgets for check payments. Preparation of Accounts payable vouchers.

· Computation of  with  vat transactions.

· Do other  clerical task.
OPTIMUM DEVELOPMENT BANK
Sucat Paranaque

Accounting Clerk 

· Assist in the monthly inventory, analyze product stock movements and reconcile inventory  variances incurred .

· Initiate  encoding and posting  validated  transaction adjustments in order to correct inventory           records.  Transmit copies of accountable documents process to concern dept. in a timely  manner.
· Cashiering  and other bank transactions

· Computation of loan accounts.
SPECIAL SKILLS :
Computer literate ( MS Word,  Excel, Corel Draw 10, )

                              Typing, sending documents through  fax etc. )
CHARACTER REFERENCES :

Available upon request.

JOCELYN H. MANGCUPANG
Applicant

