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Curriculum Vitaé

	Position desired
	        Secretary,  Administrative Staff, Receptionist

	Objective
	To secure a rewarding career in a dynamic and challenging environment for personal enhancement and development.


	Educational Background
	Graduate of Bachelor of Science in Secretarial Administration                           University of Mindanao, Davao City, Philippines – April 1999

	
	

	Skills and Competencies 
	• Very good in MS Office and other computer application.
• Fluent in (read & write) English and can speak basic Arabic.
• Flexible in dealing with different types of people.
• Ability to meet deadlines and juggle multiple priorities.
• Customer service skills and fast learner
• Team player with positive attitude.
• With good personality and attention to details. 

	
	

	
	

	
	

	Work Experience  No.1
	English Tutor cum Domestic          
@ Al-Othman Family 

July  2006 to August 2008
                              Damman, KSA  

• Teaching 2 kids basic English communication skills.

• Respond to their personal needs and errands.
• Coaching them in having good manners and right conduct
• Household chores and maintenance.



	
	

	
	

	
	

	
	

	
	

	
	

	Work Experience  No.2
	Admin Staff cum Accounts Assistant            Davao, Philippines.
@ Puregold Distribution System, Inc.                Apr 2004-Jul 2006 
                                         

· Do monthly payroll and prepare employee's remittance to government.

· Do banking transactions such as withdrawal & deposits.

· Posting of Accounts payables.

· Maintain availability of office supplies regularly.

· Prepare purchase order for car repairs & office maintenance.

· Renew & update car, property, health & general insurance.

· Updates & organize employees 201 files, license and business permits.

· Time keeper, records employee's attendance, leave and absences.
· Schedule appointments and travel plans of executive management.
· Coordinates with courier & transmits incoming/outgoing documents.
· Answer calls and relays fax documents.
· Maintain the general filing system and file correspondence
Encoder cum Admin Staff                        Apr 2003 to Apr 2004
•   Encode shipments ASMS documents and docking of HHT.
•   Inventory of stocks in van daily.
•   Maintain record copy and organize filing of documents.
•   Assist in filing accounting documents such as vouchers and expenses.
•   Assist in admin works



	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Work Experience  No.3
	Cashier cum Service Crew                           Davao , Philippines

 @ Cookie Master                                           Feb 2002 to Mar 2003
•  Do the cashiering job and remit cash to manager daily.
•  Entertain customers with much courtesy. 
•  Serve food and provides customer's order
•  Shifting duty, night or day time.
•  Check inventory stock and account food purchases.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Work Experience  No.4
	Admin Staff                                                 2nd District Davao , Philippines

 @ Commission on Election                             July 1998 to July 2002
•  Encode Voter's Registration record
•  Entertain clients queries and needs. 
•  Checking/printing of computerized Voter's forms.

•  Preparing & receiving election paraphernalia

•  Prepare list of local & national candidates and other reports

•  Organize file and sorting records per location.



	
	

	Work Experience  No. 5
	Store Supervisor                                           Davao , Philippines

 @ Burger-Burger junction                             Aug 1996 to Sep 1997
•  Supervise outlet and do accounting related works.

•  Prepare/check daily reports pertaining to inventory of stocks 
•  Do the cashiering job and remit cash to manager daily 
•  Deal/Entertain customers with much courtesy.
 

	
	

	Seminar & Trainings
	Building Effective Teams- Tha Inside out process   by Puregold Distribution System Inc                      

Malagos, Davao , Philippines     20 March 2005

Product knowledge & Handling training   by Philip Morris manufacturing Inc.                      

Marco Polo Hotel, Davao , Philippines     3 March 2004
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Other personal Data

Birth date	:   08 February 1975	Nationality	: Filipino 


Civi Status:   Single		Religion		: Christian


Language	:   English/Tagalog		Height/Weight	: 4’11” / 58 Kgs


		











