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WORK EXPERIENCE SHEET 

 

 

 

 Duration:  December 2021 - May 2023 

 Position:   Admin. Aide I (Job Order) 

 Name of Office/Unit:  City Accountant’s Office  

 Office Head: Cecelle Resos-Binongo 

  Name of Agency/Organization and Location: Maasin City Hall 
 

 Summary of Actual Duties 
 

o Responsible in performing technical tasks e.g., reflecting entries from Journal Entry 

Voucher to Disbursement Journal Book and Cash Receipt Journal Book; updating the 

Ledger Card and depreciation of Property, Plant, and Equipment; Reconciling 

Depreciation Expense Record with the General Trial Balance amounts; carding of 

telephone bills and processing concerns related to telephone and internet; filing the 

Expanded Withholding Tax for Innove (Globe) Account and other related tasks. 

 
  
  
  

 Duration:   February 2021 - February 2022 

 Position:  Part-time Senior High School Teacher 

 Name of Office/Unit:   

 School Administrator- Donn Justin O. Buloz 

 Name of Agency/Organization and Location: Systems Technology Institute (STI) – Maasin 
 

 Summary of Actual Duties 
 

o Teaching students with ABM subjects eg., Marketing, Entrepreneurship, Business 
Mathematics and Basic Accounting. 

o Responsible for exam preparation and marking, making lesson plans, data tracking, 
and the involvement in many event management and extracurricular activities. 
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