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Segundina P. Ramos

	Objective

	
	To hold a gainful job employment where responsibility, hard work, creativity are required. To be in a working environment where my skills in accounting and business administration will be held useful.

	Education

	
	  1986 - 1990   
UNIVERSITY  OF SANTO TOMAS
Espana, Manila
Bachelor of Science in Commerce major in Business Administration
1982- 1986    
JOSE RIZAL COLLEGE
Shaw Blvd. Mandaluyong

Secondary

1976 - 1982
BANJO EAST ELEM. SCHOOL
Tanauan, Batangas

Elementary



	Professional experience

	
	2007 October – 2008 May       SB Cards Corporation              Makati City

Billing / Central Records Unit Head
Corporate Services Division
· Process quarterly requisition of office supplies of each department
· Process payments to suppliers, utilities and telecommunication companies

· Monitor petty cash fund issuance and process replenishment of fund

· Monitor performance of staff at Central Records Unit
2007  January – 2007 September   SB Cards Corporation        Makati City

Mailing & Dispatch  Unit Head
Corporate Services Division

· Responsible for the monitoring and dispatch of all documents /letters forwarded by all departments.
· Process payments to accredited couriers
· Answers all inquiries from other  departments regarding status of SOA deliveries and other concerns.

2002 October  – 2006 December       SB Cards Corporation    Makati City
JUNIOR ASST. MANAGER

Chargeback Unit-Operation Group

· Responsible for the verification of Cardholder’s complaints and disputed transaction.

· Prepares adjustment to Cardholder’s accounts.

· Responsible for the monitoring and collection of Account Receivables for member establishment.

· Responsible for the preparation of weekly and monthly scheduled of Account Receivable.
1998 October – 2002 September    SB Cards Corporation       Makati City
ACCOUNTING ASST. II

Disbursement Unit - Accounting Dept.

· Responsible for the verification of the accuracy of payments made to SB Cards  member establishment.
· Responsible for the monitoring and resolution of unsupported transactions and erroneous documents submitted by the banks for payment by SB Cards member establishments.

· Responsible for the preparation of necessary chargeback advice report of regional branches.

· Responsible for the preparation of journal entries based on ADA/MC payment register (provincial).

· Responsible for the preparation of assign monthly schedules of temporary accounts.

· Performs other tasks assigned.
1996 April – 1998 September        SB Cards Corporation        Makati City
CASHIER

Treasury Dept
· Responsible for all Card members and member establishment payments.

·  Responsible for the checking of all checks & dollars bills received from card members.

· Prepares daily balancing of reports and corresponding entries.

· Responsible for the preparation of deposit slip for all checks and cash received. 

· Log all postdated checks received and deposit all checks due.

· File all daily OR’s and entries.
· Answer all the quires of Card  member regarding payments.
1994 January – 1996  March         SB Cards Corporation        Makati City
RECON ASST.

Bank Recon Unit
· Responsible for the reconciliation of account per bank  versus book and make follow up on float item in the bank
· Prepares adjusting entries on erroneous entry made 

· Review monthly schedules and endorsed schedule w/ discrepancy to concern unit

1992 January – 1993 December      SB Cards Corporation       Makati City
DISBURSEMENT UNIT

Branch Payable Asst. –Accounting Dept.
· Responsible for the verification of checks & check  payment to member establishments.

· Answer inquiry of affiliates regarding under payment and prepares Chargeback Advice
· Prepares daily entries and filing
1991 March – 1991 December         SB Cards Corporation      Makati City



RECON CLERK

(Contractual)

· Reconciliation of Cardholders accounts versus Statement of account generated by the system.

· Prepares advice for the unbilled transaction & forwards to collection dept. for encoding

· Answer the inquiry of the collection dept. regarding the unbilled transaction of Cardholders

	
	

	
	

	Skills

	
	Proficient in writing and speaking in Filipino and English.

Efficient in Microsoft Office applications.         

	personal information

	
	Born in Batangas on January 15, 1970. Married with 2 children.

Enjoys surfing the internet and traveling.



	References

	
	Available upon request


