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MA. DIANA C. BABAD                              
( Blk.75 lot 4 phase7, Bgy.FatimaII

      Dasmariñas, Cavite

( 09192967664
Email: diana.babad@gmail.com

OBJECTIVE
· To enhance my skills, knowledge and abilities in a prestigious chosen field where there are opportunities for career development.
JOB EXPERIENCE

Accounting Support 
· Hoya Glass Disk Philippines
· Laguna Technopark Binan Laguna
· December 2011 up to present
Duties and responsibilities:
· Assist in preparation of Meeting Materials for Annual General Manager’s Meeting
· Support the Tax Accountant on documentation of some tax issues
· Support on manual recording / bookkeeping of Land Holding’s transaction
· Issuance of 2307 for Supplier’s
· Support on Monthly Inventory Count
· Performs other duties as maybe assigned by the superior from time to time.

             HR/GA – Interpreter (3rd Level)/Support
· Hoya Glass Disk Philippines
· FPIP, Sto. Tomas Batangas
· September 2011 – TO PRESENT 
Duties and responsibilities:
· Translate files specially e-mails in Japanese characters into appropriate English / Accounting terminologies
· Handle admin work like coordinating Japanese vendors and different 

Departments assisting Japanese people        

· Assist the Japanese VIP visitors in the company
· Organizing documents and general affairs bookkeeping

· Made the hotel booking / flight schedule of expats & visitors
EDUCATIONAL BACKGROUND
             Tertiary Level:

Meijo University

Urban planning (Toshijoho Gakubu)


Gifu Ken                                    

1995-1997
             Secondary Level:

Nanzan Kokusai Koko(International School)

Toyota Shi


1992 - 1995

ACHIEVEMENT:
              Japanese Proficiency-Third Level
CAPABILITIES
             Good in Japanese communication skills

             Conversant in English and Filipino languages.


I am resourceful, hardworking, self-driven, and a fast-learner.

Computer Literate
Performs other duties as may be assigned by the superior from time to time

PERSONAL INFORMATION

Birth Date:

January 10, 1976

Age:


37

Sex:


Female


Status:


Married

CHARACTER REFERENCES
             Ms. Khaye Ortanes
GA/Interpreter Senior Staff
Hoya Glass Disk Philippines
09088980406
             Mr. Cecilio Dedase         
 

             City Councilor 

             Dasmariñas City, Cavite

I hereby certify that the above information is true and correct.
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                  Diana C. Babad
