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CAREER OBJECTIVE: To seek employment with executive function in a dynamic and reputed company where there is opportunity to apply expertise and skills acquired from work experiences and to contribute achieving the organization goals.
SKILLS AND QUALIFICATION:
· Has excellent knowledge and experiences in handling staff.
· Knowledgeable in basic government requirements and tax related matters.
· Has the ability to communicate and deal with other people.

· Has extensive knowledge and experiences on Administrative work, Purchasing work and Document Controller, handling and delivering confidential documents, check and cash.

· Can work well under pressure with minimum supervision.

· Has the ability to work independently and reliably.
· Responsible and hardworking.
PROFESSIONAL EXPERIENCES:
ADMINISTRATION ASSISTANT/CLERK 

CUM DOCUMENT CONTROLLER AND PURCHASER
January 2008-Present

Obayashi Corporation (Japan-Turkey Joint Venture)

Dubai Rapid Link Consortium (Dubai Metro)

Union Square Maktoum Road Deira, UAE
Duties and Responsibilities:
· Responsible for the preparation of requisition orders (R.O) materials that needs on site.
· Responsible for purchasing office and pantry supplies of the office for the month.
· Responsible for assisting the Construction Manager and all staff inside the office, any problems occurred.
· Responsible for the daily routine of vehicle and monitoring of drivers on site.
· Responsible in handling Petty Cash on site and prepared payments to the suppliers in the absence of Account Assistant.
· Assigned as Document Controller, making technical reports of the engineers such as Daily Manpower Reports, Daily Progress Reports, and Daily Work Schedule and Preparing of Daily Meeting Reports of Civil section.
· Attend to some IT concerns in the office.

· Assisting/Supervise Office Assistant and Storekeeper for inventory of materials and machineries used site.
· Responsible for checking/verifying of Timecards of staff and workers on site.
· Preparing Daily Manpower Report and Monitoring of Subcon Manpower for daily activities of Building Section.
· Responsible for preparing Daily Reports, Weekly Reports and Monthly Reports to the managers.
· Assist Construction Manager for making Budget Report of the station.
· Answering telephone calls incoming and out going calls.
RECEPTIONIST/ CASHIER
November 2004 – January 2008    
Ystilo Salon Corporation
Dagupan City, Philippines              
Duties and Responsibilities:

· Maintains the highest form of standard and quality of our products and services.

· Establishes good rapport and relationship to the clients. In order to provide total costumer satisfaction.

· Maintains and oversee the excellent service and professional attitude of all employees.

· Entertain costumer/clients going in and out the salon.

· Accountable for check and cash sales.
· Depositing Cash collections and withdraw/encashment of checks
· Perform Marketing assignments.

· In charge of preparing and paying monthly billings such as (Telephone bills, SSS, Philhealth, Pag-ibig Fund and Withholding Taxes) are in compliance.
· Preparation of Advance Social Security Maternity Benefits and Sickness benefits to employees, Alphalist for Bureau of Internal Revenue of employer and Certificates of withholding taxes from employees.
· Assigned as an authorized representative in any documents used in business dealings and transactions.
· Answering incoming and out going telephone calls.
· Performs other duties and responsibilities assigned by the superior.
SEMINARS / TRAINING:

· Observation, Participation & Practice Teaching

DATEC Comprehensive School

June-October 2002

· Student Teaching & Seminars

November 2003-February 2004

· Customer Service Workshop
September 3, 2007

· Tally and Peachtree
                  Dubai, UAE

ACHIEVEMENTS AND ACTIVITIES:
· College Student Council (Senator) – 1999-2000
· Student Awardee of the year (2nd placer Battle of the Brain-Provincial Workshop & 1st placer Identifying Scientific names of farm weeds- Regional Conference) – 1999-2001

· Highest Academic Awardee – 1999-2001
· 1ST Placer Award (Fertilizer Computation)- Oct. 2002
SCHOLASTIC RECORDS:
Associate in Agriculture

Antique National School

Sy 1999-2001
Bachelor of Science in Agriculture major in Agricultural Education 
Bachelor of Secondary Education

Iloilo State College of Fisheries

Dingle Iloilo, Iloilo City

Sy 2001-2004
Financial Accounting with Tally and Peachtree
CAREER INSTITUTE
Burjuman, Dubai, UAE.
Sy 2009
EXPERTISE ON COMPUTER SOFWARE:

MS Word, MS Excel, MS Dos, MS Office Outlook and Power Point
PERSONAL DATA:

Date of Birth    :   November 23, 1982

Age                   :   26 yrs.
Sex                   :    Female

Marital Status   :    Single

Citizenship       :     Filipino

Visa Status       :     Employment Visa
