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MY CAREER OBJECTIVES 

Along with customer service experience, teaching skills, administration skills and further develop my skills by challenging across different areas and maximise my expertise and efficiency in the position.
EMPLOYMENT HISTORY 

Aries Leather Pty Ltd 







2006 ‐ Current
Junior accountant + Sales representative 
Job Outline 
Initial role was as a sales representative and was; 
· Responsible for serving customers and at the same time encouraging customers to up‐sell. 

After 3 months I was promoted as POS manager and was mainly;

· Responsible for financial aspects of the business, and the role included cash registering, paying tour guides commissions, reporting daily sales to appropriate travel agency and reporting daily cash sales to General manager. 
· POS system training 

· Supervising POS staff
· Another 9 months later I have promoted to accounting department;
· Responsible for book‐keeping the daily transactions including income, expenses, purchases, and payments. 

· MYOB Data entry for Business activity statement purpose. 
· Preparing weekly bank reconciliation and prepare MYOB monthly file for the monthly business activity statement.
· Organising fortnight payrolls for 20+ employees both part time and full time.
· Preparing weekly sales reporting to each travel agent and prepare weekly deductions for those agents with prepayment.
· Profit and loss statement analysis

· Fund transfer daily payments.

· Quarterly stocktaking 
Sports Girls







                        2004 ‐ 2005
Shift manager 
Job Outline 
· Ensuring shop security on the day
· Staff Training

· Cash registering, and preparing daily sales report 

· Monitoring employees work performance and report to manager.

· Ordering stocks 

· Merchandising 

· Stock taking 

EDUCATION 

Bachelor of Commerce – Accounting 





          Graduated 2011
Macquarie University 


Diploma of Commerce – Accounting 





               2008 ‐ 2009 
Sydney International Business & Technology 
Higher School Certificate  





                         Graduated 2005 
Parramatta High School 

KEY SKILLS
Computer Proficiency 
Proficient in a wide range of business applications including MS Excel, Word, PowerPoint, MYOB accounting information system. Have demonstrated advanced knowledge in MS Excel, Word for bookkeeping, documentation and writing business letters. 
Teaching Skills
Volunteer English teacher experience at church have strengthen the teaching skills such as explaining and how to get the children’s participation in classes.
Leadership Skills                  Developed strong leadership qualities by developing interpersonal skill through experiences such as being POS manager at Aries Leather Pty Ltd as well as shift manager at Sports Girls. 

Team Work Skills                 Able to effectively communicate well with a diverse group of people.      Can work to achieve the greater objective of the team as a whole rather than being self‐focused. Actively seeks and encourages the strengths of others instead of criticizing weaknesses.

REFERENCE

Available upon the request
