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Valle, Divina-Gracia Mijares
09051324036
7063 Wilson St., Pio delPilar, Makati City Philippines 1230
valledgracia61@yahoo.com.ph
	Professional Profile

	Certified Caregiver cum Massage Therapist/Reflexogist /Accountant

	· Pediatric Care
· Geriatric Care
· Massage Theraphy
· Reflexology
· Payroll
· Bookeeping
	· Billing and Collection


	Professional Experience

	Receptionist/Massage Therapist  1 month & 13 days           08/13/12 – 12/31/12

 Green Well Spa, Gonzales Bldg., Lucao Dist, Dagupan City

Personal Assistant                        4  yrs & 8 mos.                    01/03/10 - current

 As  secretary/assistant ,doing financial & personal recordings on accounts of client/assists as well as banking & deposit duties, errands, marketing , cleaning and laundry (Ormoc City now in Baguio from Dagupan City)

Temporary Auditor   -BIR , Ormoc      1 month                      
06/17/09 -07/31/09

 Check/audit remittances and computation of withholding taxes filed with the Bureau for the year 2007 – 2008 assisting the examiners with their task. 

Private Caregiver            
3 yrs  & 8 mos

          
05/29/07-12/31/10


Llorente Eastern, Samar/Ormoc City, Leyte

Duties:
Taking vital signs for stroke patient, do bed bathing, bed shampoo, perennial, nail care, bed making, passive ROM exercises, meal and  food  preparation, go with patient  to doctor’s appointment and see to it prescription drugs are taken as scheduled & needed

Volunteer              
             2 weeks 

         
03/26/07-04/09/07


Home for the Aged,Our Ladies of Charity-AIC,Phils.,Inc,Brgy.,Rawis, Calbayog, Samar

( 120 hours Geriatric Care and Housekeeping  )
Volunteer                                    20 hours

   
 03/19/07-03/27/07

Divine Word Hospital, Tacloban City (Geriatric and Pedia Care, Care for the Sick & Disabled, Housekeeping )
Volunteer                 

20 hours


03/19/07-03/23/07


Volunteer                                   120 hours                       

04/10/07-04/23/07
Leyte Provincial Hospital, Pawing, Palo, Leyte (Geriatric and Pedia Care, Care for the Sick & Disabled, Housekeeping)

Volunteer                                 
8 hours .


01/21/07

SOS Children’s Village, Diit, Tacloban City



Volunteer

             8 hours            


12/22/07

Medical Mission, Brgy. Manlurip, San Jose Tacloban City
Duties:

Daily checking of patient’s vital signs for new born and adult, IV termination, do bed bathing and bed making, bed shampoo, IV regulation & follow-up with KSS, assist in  nebulization, sugar count, assist patient in doing ROM exercises and do food preparation for osteorized feeding patients as well as  do cleaning and housekeeping activities

Liason Officer                             1 yr &      mos                
 11/04/04-03/31/06

PCO-Llorente

Check & audit daily sales, collections, deposit the same the following day, facilitate bank            transactions and application of demand drafts as payment of payables; represent the owner in business transactions with the reconciliation of company payable to main office in manila as well as in  Pldt Business Center in Cebu for  payable until its closure. Attend jewelry and gas station operations in favor of the owner

Accounting Officer &            1 yr &  9 mos.          

01/21/03-10/31/04
Telemarketing Assistant  
TRE Application Phils., Inc. , San Lorenzo, Makati City
DUTIES:

Daily audit and processing of expenses for check preparation and payment; Time-keeping and process bi-monthly payroll for employees; do bookkeeping. Prepare monthly financial statements for reporting and audit of external auditor; Process permits/licenses

with the government and municipal licensing office; Prepare other reportorial requirements such as remittance and payment to BIR, SSS, Pag -Ibig, Philhealth for the tax deductions and monthly premiums and contributions of company employees;

assist the external auditor for finalization of Financial Statements for submission to

SEC,BIR & agencies; client-call for support to sales group in establishing client based products; assist in providing client training while on parallel-run used of STEP-PRO ver 1.5 sold.

R.O.N FREIGHT INT’L. INC .     1 yr &.6 mos    

01/04/2001 – 07/31/2002                        

Accountant
DUTIES:

 Daily audit and processing of expenses for check preparation and payment; Time-keeping and process bi-monthly payroll for employees; do bookkeeping. Prepare

monthly financial statements for reporting and audit of external auditor; Process
permits/licenses with the government and municipal licensing office; Prepare other             

reportorial requirements such as remittance and payment to BIR, SSS, Pag –Ibig,

Philhealth for the tax deductions and monthly premiums and contributions of company

employees; assist the external auditor for finalization of Financial Statements

Finance Officer                          2.5 yrs              

         07/03/97-12/31/2000

Speedex International-Domestic

DUTIES:
Daily audit and processing of expenses for check preparation and payment; Time-keeping and process bi-monthly payroll for employees; do bookkeeping. Prepare monthly financial statements for reporting and audit of external auditor; Process permits/licenses with the government and municipal licensing office; Prepare other reportorial requirements such as remittance and payment to BIR, SSS, Pag -Ibig, Philhealth for the tax deductions and monthly premiums and contributions of company employees; assist the external auditor for finalization of Financial Statements 

LBC EXPRESS, INC & LBC-MSI  13 yrs.          

       08/17/83-10/31/96

DUTIES
Daily audit and processing of expenses for check preparation and payment; schedule and process collections on bi-monthly payroll and cash advance/notes prepare monthly financial statements for reporting and audit of external auditor; process permits/licenses with the government and municipal licensing office; facilitate billing preparations for charge customer’s account and the preparation of other report for management such as Aging of Accounts Receivable, Schedules of Cash Advances to Employees and Notes Receivable, and Freight Collects Financial Statements preparation and supervision of 11 staff from Credit & Collection Department handling the Analysis of said accounts.

Accomplishments
· Was able to assist management in the update of its advances to employees and freight collect accounts as well as maintain the balance with the subsidiary and general ledger accounts

· Was able to assist management in the update of its Aging of Accounts Receivable and help obtain the much needed loan and assignment of Accounts Receivables for the expansion of the company

· Was able to assist management in the update of its collectibles

both trade receivables and employees’ accounts for much  needed liquidity

· Was able to update the preparation of the much needed billing invoices of the charge account clients needed by the other forwarding services in their delivery of basic services and collections

· Was able to assist employees and management in their payments and granting of employee benefits

· Was able to deliver the much needed timely reports to management while supervising the staff of the whole credit and collection department

· Was able to deliver sound and reliable Financial Statements for external audit requirements

· Was able to  enjoy and established the good camaraderie between employees and management

 Elegibility
                        08-04-12

Tesda – NC II  -Massage Theraphy
05-12-07                     Tesda – NC II  – Caregiving
07-01-83 CSC Professional Exams

12-01-80 CSC Sub-Professional Exams

Education
                         Other            Massage Therapy and Reflexology (July 2-Jan 31,2013)

                                               Nazareth School of Pangasinan

                                               Dagupan City, Philippines

                                               TESDA-NC II Passer – August 4,2012,Dagupan City

                                               Professional Care giving  ( July 11, 2006-April 2007 )

                                                St. Augustine’s School of Nursing, Palo Leyte

                                                TESDA – NC II Passer May 2012, Tacloban City 



Tertiary
BSBA-Accounting (1978-1982)





Philippine School of Business Administration


          Secondary
Samar National School (1974-1978)


         Elementary
Project 3, Elementary School (1968-1974)

Computer Skills
          Windows 98 and XP, PowerPoint, Excel, Great Plains Acctg, Step-Pro ver 1.5

INTEREST
        Sports: Badminton, Volleyball, Table Tennis, Reading newspapers, pocket books

Listening to soft/mellow music and spiritual songs,cooking
  TRAININGS & SEMINARS

Massage Theraphy & Reflexology- July 02, 2012 – current


Standard First-Aid – March 5-8, 2007   PNRC, Tacloban City 



Basic Life Support    March 8-10, 2007 PNRC, Tacloban City

                       Symposium on Employment Std Acts  Nov. 21, 2007  Ritz Tower, Tac
                       Gasoline Stn Operations Dec 12- 15, 2005  DOE, PNOC Complex,Taguig

                       Jewelry Appraisal & Pawnshop Operations May 29-30,004, TLRC, Pasig

                       Hotel & Restaurant (Cruise ship) Sept. 20-Oct.15,2000, Team Mgt., Pasay
                       General Ledger Integration November 20, 1993, Hotel Nikko Mnl Garden

                       Clarification & Strategies Seminar June 16-24,1988,  Achievements 

                                                         Specialist                                                       

MEMBERSHIP IN ASSOCIATION


Holy Spirit Missionary Foundation- Member.Bacayawan Llorente,ESamar                             

                        Don Bosco Marriage Encounter – Batch 26  DBMF, Don Bosco, Makati



Kasanib Foundation, Makati

References


Myrna Trinidad – Registrar SASN, Palo Leyte  053-5206174 to 75



Corazon de Castro Globe Telecoms, Pasig         0917-588106

                        Irene Pabello – Tax Head/Finance,         RD#89  5613517


Eden Serafica –Examiner,BIR-Calasiao RD#04  09328441500 
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