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“ALYSSA'ARENAS ROSAL
ARENAS

Address: Sanda)?ong Sur, Danao City
Contact #: 0943-420-9102

Email address: rosalalyssa1997 @gamail.com
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{ CAREER OBJECTIVE C o jued

Seeking an environment learning and activity where my knowledge can be
shared and enriched in developing. Continuously updates myself with the latest
technologies and apply the practical experiences gained in the environment of
challenging tasks while contributing in best of my knowledge.

PERSONAL INFORMATION

Birthdate December 08, 1997 M - factiry Werk Miimy
Birthplace Compostela City MA,Z )
Age 21 yrs. old > ( F: Burintas QU p, llhuker
Gender Female M pres cotémd
Status Single , A 1174/4/ ¥ W
Citizenship Filipino mujmx, Z Mz(
Religion Roman Catholic 7 %
Hobby Reading novel books, socializing, surfing net and watching T.V
EDUCATIONAL BACKGROUND

Tertiary

bro
—ap dipctiiminidirn

University of San Jose-Recoletos
Magallanes Street, Cebu City
Bachelor Science in Business Administration
Major in Human Resources Development Management

A aalary 2014-October 2017 W
- Wﬁ & 1§econdary

Sandayong Sur, National High School é’ i Wil A
0l Guso, Sandayong Sur, Danao City $: a4 BP
S 2010-2014
oM Primary: CD papp
LA e Gerardo Ypil Elementary School
Manalayag, Danao City _
2004-2010 fg: S -C/ID

KEY COMPETENCIES

Resourceful, self-motivated, take initiative, and trustworthy
Have attitude to adopt new technologies and environment, positive attitude,
and perseverance to undertake any challenging tasks
e Computer Literate ( MS Word, MS Powerpoint, MS Excel and Adobe
Photoshop) n ,
e Have Interpersonal Skills (? oals - mx;.fw( in Ao chastr f%%




\(VOBKING EXPERIENCE ,WM /‘”‘ Kl fut 7/ e

ACCOUNTING STAFF / do aMng : 2 gt dhte
GDS Security Agency, Inc. > y '
Bb. Cabahug St., Brgy. Guizo, Mandaue City [e / mg—

November 24, 2017 —March 30, 2019 [ fr‘ (/ MmO
e Maintaining Financial Records
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Cash records—e.g. bank statements, deposit books, cheque butts, petty cash records,
liquidation

Creditor and Purchases records—e.g. purchase orders, invoices and statements received
and paid, unpaid invoices, a list of all purchases, a list of all creditors and their balances
Wages and severance pay records

Tax returns and calculations—e.g. income tax, fringe benefits tax and VAT returns and
statements

Managing budgets —e.g.petty cash, cash advances, payables and payroll of employees
In charge in making cheque.

Prepare monthly sales & purchases

Answers incoming calls

SEMINARS ATTENDED

Upskilling the Aspiring HR Practitioners for the Unfolding Global
Challenges

University of San Jose-Recoletos, Main Campus

July 22, 2017

Employee Promotion and Career

University of San Jose-Recoletos, Main Campus
Audio Visual Room

March 4, 2017

Employee Discipline and Conduct

University of San Jose-Recoletos, Main Campus
Audio Visual Room

February 11, 2017

CHARACTER REFERENCES

Doc. Ava-Lou Perez, MBA
JPMAP Adviser/ Professor
University of San Jose-Recoletos
Magallanes Street, Cebu City
0933-338-7637

Julie Olandria

Former Finance Manager

GDS Security Agency, Inc.

BB. Cabahug St. Brgy. Guizo, Mandaue City
0925-5073-788

Ma. Eden Hautia

HR Assistant

Alpa Hotel Management and Services Inc.
Hernan Cortes St, Mandaue City, Cebu

422-7171



