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CV No: 1086528
Mobile: +971505905010 / +971504753686 

To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
Visa Status
:
Tourist Visa

Issued from
:
Manila, Philippines

Valid until
:
24 June 2017

JOB OBJECTIVE

· A job that will allow me to utilize my skills and competences gained from the academics and previous work experiences.

· A company that will provide the platform for career growth and financial stability.

CORE COMPETENCIES

· Assists Customer needs.

· Adequate Communication Skills in Written and Spoken English.

WORK EXPERIENCES

Leading Company
Duties and Responsibilities:

· Encode and update profile of a newly hired employee.
· Encode company profile of a new client.
· Input / Compute details based on the Daily Time Record ( number of days, lates, absences, day-off, working day-off ) of the employee in a payroll system.
· Send debit / credit transmittal for a bank instruction through fax machine.
· Attend to all phonecall inquiries regarding salary deductions and for the stipend breaksown purposes.
· Follow up collectible cheques and billing statements.
CASHIER / SERVICE CREW

MINISTOP CONVENIENT STORE
Truimph Taguig City

Duties and Responsibilities:

· Cashiering

· Receiving the cash funds and endorsement the cash fund

· Punching the items;

· Receiving payment by cash;

· Attending customer calls;

· Preparing delivery product

· Counting and recording the float before begin and closing the counter.

· Cash handling and safe custody of collected cash.

OFFICE STAFF

ACE FOUNDATION OF TAGUIG METRO MANILA
Central Bicutan, Taguig City
•
Responsible for the incoming and outgoing solicitations and reimbursements. 

•
Responsible in attending Sanguniang Session and be reminded in all important data. 

•
Follow-up solicitation / request.
EDUCATION

Tertiary : University of Makati 2000-2002

   JP Rizal Extn. West Rembo,

Course : BS in Accounting Technology

HOTEL HOUSEKEEPING / NCII

ASIANTOUCH Training Center 

Boni Serrano Avenue, Cubao, Quezon City, Philippines

Graduated ~August 2012

PERSONAL PROFILE

Female, Filipino, 30 yrs. old,

Date of birth
:
 July 03, 1983

Place of birth
:
Rizal Pasig City, Philippines

Weight
:
63 kg

Height
:
5’5

Religion
:
Roman Catholic

Civil Status
:
Single

