








WORK EXPERIENCE SHEET 
 Instructions:   1. Include only the work experiences relevant to the position being applied to. 
 

2. The duration should include start and finish dates, if known, month in abbreviated 
form, if known, and year in full. For the current position, use the word Present, 
e.g., 1998-Present. Work experience should be listed from most recent first.   

 

 Duration:  May 15,2025 – May 31, 2025 

 Position:  ASSESSMENT CENTER MANAGER  

 Immediate Supervisor: GINA P. CASTRO 

 Name of Agency/Organization and Location:  
DULAG POLYTECHNIC INSTITUTE INC., DULAG, LEYTE 

 Summary of Actual Duties: 
 

 Managed day-to-day operations of the assessment center, ensuring all 
activities were well-organized and aligned with institutional goals through 
effective coordination with staff. 

 Acted as the primary point of contact for candidate, assessor, and TESDA 
representative concerns during scheduled assessments and trainings, 
ensuring timely and efficient resolution. 

 Coordinated assessment schedules, venue preparation, and personnel 
assignments to ensure a smooth, organized, and timely assessment process. 

 Processed essential documentation with accuracy and completeness, 
maintaining compliance with institutional and TESDA standards. 

 Assisted in the preparation of institutional reports, internal memos, and 
compliance documentation required for TESDA audits and monitoring. 

 Prepared accurate billing statements, expense reports, and other financial 
documents, ensuring timely processing and alignment with institutional 
accounting procedures. 

 Reviewed and verified documents prepared by other staff for accuracy and 
completeness. Also, monitored the submission and safekeeping of 
documentation, including portfolio evidence and assessment records, in line 
with data privacy and regulatory standards.. 

 Supported co-workers with general clerical tasks, contributing to smooth office 
operations and collaborative work environment. Provided guidance and 
support to co-employees regarding clerical and administrative tasks, fostering 
a collaborative and accountable work environment. 

 Contributed to quality assurance initiatives by recommending improvements in 
documentation processes, workflow efficiency, and client handling. 

 Ensured readiness of facilities, materials, and resources needed for every 
assessment, including test tools, equipment, and venue logistics. 
 

 

 Duration:  December 1, 2023 – April 30, 2024 

 Position:  ACCOUNTING STAFF  

 Name of Office/Unit: ACCOUNTING DEPARTMENT 

 Immediate Supervisor: SHARRY JEAN RAMOS 

 Name of Agency/Organization and Location:  
TACLOBAN WINNER MARKETING CORPORATION, TACLOBAN CITY, LEYTE 

 Summary of Actual Duties 
 Coordinated with assigned branch offices to prepare and verify daily financial 

transactions, ensuring accuracy, completeness, and compliance with 
company policies. 



 Collected, reviewed, and reconciled supporting documents such as invoices, 
official receipts, delivery reports, and purchase orders to ensure all 
transactions were properly substantiated. 

 Monitored and validated operational expenses submitted by the branch, 
confirming alignment with budget provisions and ensuring all disbursements 
were appropriate and justified. 

 Prepared and processed disbursement vouchers for approved expenses, 
particularly those related to repairs, maintenance, utilities, and operational 
needs. 

 Ensured proper documentation for all processed vouchers, including 

attachments such as quotations, approvals, job orders, and proof of payment. 

 Conducted regular audits of petty cash fund usage to verify legitimacy of 

expenses and ensure timely replenishment; coordinated directly with branch 

custodians to clarify inconsistencies.  

 Generated and maintained detailed tracking reports of vehicle-related 
expenditures, including fuel usage, preventive maintenance, repairs, and 
insurance, supporting cost monitoring and efficiency. 

 Entered and processed outgoing payments and credit memos using SAP 
Accounting System, ensuring accuracy in vendor accounts, timely payment 
processing, and system compliance. 

 Assisted in monthly and quarterly financial reporting by organizing and 
summarizing data related to disbursements, branch expenditures, and special 
cost categories. 

 Supported internal and external audit processes by compiling required 
financial records, ensuring document completeness, and addressing audit 
inquiries. 

 Coordinated with procurement and logistics teams regarding purchase order 
status, delivery concerns, and proper expense recognition for materials and 
services. 

 Maintained systematic filing and documentation of all financial transactions for 
future reference and audit readiness. 

 
 

 Duration:  September 11, 2023 – November 30, 2023 

 Position:  HUMAN RESOURCE ASSISTANT 

 Name of Office/Unit: HR DEPARTMENT 

 Immediate Supervisor: SHIRLY ROTAP 

 Name of Agency/Organization and Location: TACLOBAN WINNER MARKETING 
CORPORATION, TACLOBAN CITY, LEYTE  

 Summary of Actual Duties: 
 

 Reported directly to the HR Manager and efficiently executed all assigned HR 
functions to support organizational goals. 

 Managed end-to-end recruitment processes: posting job vacancies on multiple 
platforms, screening resumes, coordinating interviews, conducting initial 
interviews, and facilitating smooth onboarding and orientation for new hires. 

 Processed payroll-related tasks including employee compensation, benefits, 
and mandatory government contributions (SSS, PhilHealth, Pag-IBIG), 
ensuring timely and accurate submissions before deadlines. 

 Maintained employee attendance and leave records, coordinated with 
supervisors on absences and tardiness, and ensured proper documentation of 
leaves and time-off requests. 

 Acted as a point of contact for employee relations by monitoring workplace 
behavior, receiving complaints or grievances, and assisting in conflict 



resolution through proper documentation and recommendations to 
management. 

 Assisted in developing and enforcing HR policies and procedures to maintain 
compliance with labor laws and promote a positive work environment. 

 Conducted exit interviews and prepared separation paperwork in coordination 
with  

 management, ensuring smooth offboarding processes and documentation. 
 Maintained confidential employee records, updated HR databases, and 

prepared reports for management review and regulatory compliance. 
 Supported training and development initiatives by coordinating training 

schedules, communicating with trainers and participants, and maintaining 
training records. 

 Assisted in organizing employee engagement activities, recognition programs, 
and company events to foster a motivated and cohesive workforce. 

 Collaborated with payroll, finance, and other departments to reconcile 
employee benefits and resolve discrepancies. 

 Participated in audit preparations by organizing HR documents and assisting 
in compliance checks for labor regulations and company policies. 
 
 

 Duration: September 1, 2021 – December 23, 2021 

 Position:  ACCOUNTING INTERN 

 Name of Office/Unit: ACCOUNTING DEPARTMENT 

 Immediate Supervisor: REY FRANZ CABIDOG 

 Name of Agency/Organization and Location:  
EASTERN VISAYAS STATE UNIVERSITY-TANAUAN CAMPUS 

 Summary of Actual Duties: 
 

 Assisted with filing and organizing important financial and administrative 
documents to maintain an orderly office system. 

 Performed accurate data entry of financial records and transactions, ensuring 
up-to-date information for accounting processes. 

 Supported the maintenance of complete and accurate financial statements 
and reports. 

 Handled confidential financial and personnel information with discretion, 
honesty, and integrity. 

 Collaborated with accounting team members to learn and assist in data 
analysis, tracking, and reconciliation tasks. 

 Took initiative to perform additional tasks and responsibilities aimed at gaining 
practical knowledge and enhancing accounting skills. 

 
 

 Duration: July 2020- June 2021 

 Position:  SALES DEVELOPMENT REPRESENTATIVE 

 Name of Agency/Organization and Location:  
FINANCIAL FORTRESS 

 Summary of Actual Duties: 
 Conducted outreach to prospect and qualify new leads, initiating contact 

through messaging to generate interest in company services. 
 Directed qualified customer leads to the connections department for further 

follow-up and assistance. 
 Composed and sent informative emails to potential and existing customers 

detailing service offerings and promotions. 
 Participated in trade shows, meetings, and industry events to network and 

generate new business opportunities. 



 Consulted with customers to understand their needs and recommended tailored 
solutions aligned with their requirements. 

 Maintained proactive client correspondence, accurately recording all 
communications and lead tracking in the company CRM system. 

 Collaborated with the sales team to meet and exceed sales targets, contributing 
to overall team success. 

     
 

                   

 

 

 

       _____MALAYA P. NEGAD________ 

(Signature over Printed Name of           

               Employee /Applicant)  

 


