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Career Objective

Seeking a challenging post in a reputed organization, that will utilize my skills and enhance my capabilities further.
Skills/Qualifications: Knowledge in SAGE ERP & FOCUS, Typing, Data Entry Skills, Attention to Detail, Confidentiality, Decision Making, Independence, Analyzing Information , Results Driven, Energy Level, 
Experience 
April 2015 – Up to Present



Data Entry/Production Assistant







EMVER / RAR Holding Co.








Jebel Ali Ind. 2  Dubai UAE

· Prepare formula for printing to use in the production.

· Creating  and entering  new formula for new paint product in SAGE system. 
· Making Work Order, Tracking and QC the product code from sage that we enter and close this to deliver.

· Creating new product code using by Sage.

· Entering production work order received from Resin Plant

· Reconciliation of the product from the system to physical or from the stock and making adjustment.

January 2014 – April 2015  


             Data Entry Clerk / Office Admin








Laith  Al Obaidi  Cars Trading LLC








Auto Market, Al Aweer Ras Al Khor 2








Dubai

· Prepares source data for computer entry by compiling and sorting information; establishing entry priorities.

· Maintains data entry requirements by following data program techniques and procedures.

· Verifies entered customer and account data by reviewing, correcting, deleting, or reentering data; combining data from both systems when account information is incomplete; purging files to eliminate duplication of data.

· Filing and doing bookeeping and some accounting work.

· Making journal entries and other reconciliation for CDR statement
· Check the claims to be refunded in the Dubai Trade website and make entry for that.

· Maintains customer confidence and protects operations by keeping information confidential.

· Contributes to team effort by accomplishing related results as needed.

     May 2013 -  Dec 2013



Receptionist/Front desk 








Blueberry  Spa Ladies Club








Salahuddin Rd. Deira  Dubai 

· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.
· Maintains safe and clean reception area by complying with procedures, rules, and regulations.

Nov 2011 -  Apr 2013




Customer Service Agent/Research Analyst








Salesify










Ayala Avenue Makati City Philippines
· Collect and analyze data on customer demographics, preferences, needs, and buying habits to identify potential markets and factors affecting product demand.
· Keep records of customer interactions and transactions, recording details of inquiries, complaints, and comments, as well as actions taken.
· Check to ensure that appropriate changes were made to resolve customers' problems.
March 2011 –Oct 2011


              Secretary cum Administrative Assistant
Rinascimiento Management & Dev’t Corp 








Makati City Philippines
Duties:

· Answer all incoming calls and  handle call enquiries. Greet, Assist and direct guest, workers, visitor and general public

· Responsible for the booking of hotel, flight details  for all the staff 

· Carry out administrative support for the Human Resources Department

· Perform other related duties which may be assigned by the Manager from time to time. 

 Jan 2010 –Mar 2011


                           Sales Executive 
IDCSI/Coredata 








Mandaluyong City Philippines


Duties:

· Responsible for meeting and exceeding monthly, quarterly, and annual advertising revenue targets.

· Includes revenues from print advertising sales(display, special reports and supplements) in all editions of the magazine (US and International) and working with the internet advertising sales staff for developing integrated advertising proposals.

Educational Background

Tertiary

2008 – March 2010




St Augustine School of Nursing








Highway 54 Edsa Mandaluyong City








Course : Practical Nursing








Undergraduate

2003 – 2005





Systems Technology Institute








Crossing Mandaluyong City








Course : Diploma in E-Commerce             









Programming

Trainings/Seminars  Attended

Feb – March 2017




HR and Admin Course








Filipino Institute
Reference:
Available upon request

_1483890529

