
Jeem Maris Zafra
C E R T I F I E D  B O O K K E E P E R  

A N D
A D M I N I S T R A T I V E  S U P P O R T  S P E C I A L I S T

O B J E C T I V E

To acquire a job as a bookkeeper

and/or general virtual assistant where I

will be able to use my skills and

knowledge to support the organization

in its long-term  goals and objectives.

Master of Business Administration

2018-Present

University of San Carlos

Cebu Normal University

Diploma in Professional Education

2017-2018, Licensed Professional Teacher

Bachelor of Science in Accounting

Technology

2011-2015

University of San Carlos

E D U C A T I O N

C O N T A C T

Gun-ob, Lapu-Lapu City, Cebu,

Philippines, 6015

zafra.jeem@gmail.com

+63 915 075 8975

Skype: live:zafra.jeem

Facebook:

@JMZBookkeepingandVAServices

Instagram: jmzbookkeeping

Twitter: @JMZBookkeeping

LinkedIn:ttps://www.linkedin.com/in/

jmzbookkeepingandvaservices/

VIRTUAL ASSISTANT - CERTIFIED BOOKKEEPER

AND ADMINISTRATIVE SUPPPORT ASSISTANT

Record day-to-day financial transactions

Prepare invoices for customers

Record invoices from suppliers and prepare payment

schedules weekly

Bank reconciliation for all bank accounts of the business

Process payroll

Prepare for BAS reporting

2016-Present

 
ONLINE ENGLISH TUTOR

W O R K  E X P E R I E N C E

Bookkeeping, Accounting & Management

General Virtual Assistance

Administrative Support

Social Media Management

Oral & Written Communication

Customer Service

P R O F E S S I O N A L  S K I L L S

I N T E R E S T S

Budgeting and

Planning 

Thought-Provoking

ideas & discussions

Romantic Comedy

and Sci-fi Movies 
Wildlife Documentaries

R E F E R E N C E S  A V A I L A B L E  U P O N  R E Q U E S T

Teach English as the second language of students of

different nationalities and age range

2015-Present

 


