junaly  
E-mail
: junaly.149910@2freemail.com 
Objective:
To obtain a challenging Position that will suit my expertise skills and will provide continuous career development.
PROFESSIONAL PROFILE

· With my dedicated work experience in performing general office tasks .Hands on experience in devising implementing and maintaining core office system.
· Highly skilled in providing clerical and administrative support to all departments 
· In depth knowledge of managing inventory and filing systems and maintaining liaisons with various internal and external agents
·  Manager’s Personal Assistant – (4 years).

qualities and skills:

· Professionalism

· Responsible

· Corporate knowledge

· Expert in business operations

· Business communication

· Preparing LPO
· Multitasking

· Accounting skills
· Invoicing / Quotation
WORK EXPERIENCE

     Job Profile
:
Office Secretary cum Accounts

 Organization
 :
Paintex Technical Services LLC Dubai - UAE                                                                                                   

                   Period 
 :           February 2013 to 23 December 2015
              Job Profile :
  Office Secretary cum Archive Clerk  
                    Company
 :            Regent Education Consultants Dubai - UAE
                      Period       :            January 2011- January 2013

    Job Profile :        Accounting Clerk Municipality  of Sto Tomas
                 Company
   :           Local Government- Accounting Dept.  Davao del 

 



Norte Philippines
                  Period            :           2002-2005
DUTIES & RESPONSIBILITIES:
· PREPARING PAYROLS- 

• Greet visitors and provide information requested

• Take telephone calls and make appointments

• Schedule visitors and clients as instructed

• Manage filing and inventory systems Commission on Audit)  
• Proof read documents as requested

• Manage incoming and outgoing emails

• Perform light bookkeeping tasks

ADDITIONAL:

• Exceptional ability to communicate effectively

• Excellent organization and multitasking skills

• Detail oriented with efficient time management skills

• Proven self-starter
Education & qualification:

VOCATIONAL COURSE:
· COMPUTER  PROGRAMMING
Computer skills:
Word • Excel  • Filing • Dictation • Recordkeeping  
Personal Profile:

Date of Birth                           
:     
03/02/1981
Nationality      


:
Filipino
Language


:            English, Arabic
Marital Status


:            Solo Parent
                                          Declaration:
I hereby declare that the above mentioned particulars are true to the best of my Knowledge and belief.

      Curriculum Vitae








