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Gulfjobseeker.com CV No: 126720
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
Date of Birth: 


18 December 1992

Nationality: 



Filipino

Marital Status: 


Single




Visa Status:                                 Tourist Visa    

CAREER OBJECTIVE 
I am seeking a position focusing on sales industry, customer care and Administrative support in a competitive and challenging environment where I can serve your organization and establish an enjoyable career for myself.

SKILLS & STRENGHT
· Computer Literate, Microsoft Office Skills, Good communicator, Creative thinking skills, Teamwork, Effective listener, Responsible & Adaptable ,Time management, Independence, Initiative, Negotiating & Persuading, Analysis & investigating, Lifelong Learning.
PERSONAL COMPETENCIES
· Ability to work in a fast-paced environment to set deadlines

· Excellent oral and written correspondence with an exceptional attention to detail

· Highly organized with a creative flair for project work

· Enthusiastic self-starter who contributes well to the team

WORK EXPERIENCE 
	Jun. 16,2014 to Oct.16,2015

June 10,2013 to

June 10,2014

	• Administrative Assistant (Rizal Microbank subsidiary of RCBC)
Major Responsibilities
Administrative Assistant perform the wide range of duties and Responsibilities to the following;
           For Office Administration Support.

· Keeps all Transaction from email are process.(REAP,CASH ADVANCE.LIQUIDATION and REIMBURSEMNET. etc)

· Accurately maintain of documents & Keep office files and confidential records.

· Coordinate work flow to administrator.

· Prepare and purchase Office supplies of all Departments.

· Prepare and send outgoing fax,emails and courier to staff.

· Sort and distribute incoming mails & courier deliveries.

· Coordinate the maintenance of office equipment.

· Forward incoming e-mails to appropriate staff.

· Initiate Purchase Requisition.

· Faxing,scanning,printing and photocopying.

· Monitoring inventory of office stocks.

· Greeting to visitors & co-worker on friendly manner.

· Answer general phone & passing calls to staff member/VP.

· Report All transaction for signatures of the Boss.

· Operate office machine like faxing, printing & computers.

· Do phone survey or inquiries as needed.

· Prepare Account payable to suppliers.

· Use computer software to prepare invoice and some financial statement.

· Monitoring budget of Petty cash and prepare voucher.

· Financial Budgeting and Control.

 • Sales Associate  (Wheeltek Motor Sales Corporation)
Major Responsibilities
· Greeting customers with a positive demeanor.

· Assist customers in locating what they’re looking brands or units of motorcycle.

· Served multiple customers, discovered their needs, and made recommendations to generate sales.

·  Recommended alternative purchase choices.

· Merchandised, stocked and replenished the selling floor constantly.

· Inventory of units & give-aways.

· Organized and cleaned store during downtime.

· Built and maintained internal and external customer satisfaction.

· Met and exceeded sales goals or Target.

· Upheld brand and operational standards.

· Provide assistance and information on product features.

· Leafleting & Marketing outside.

· Respond to customers’ requests and concerns in a resourceful manner.


	
	


EDUCATION HISTORY
2009 – 2013


  Notre Dame of Kidapawan College.
                                          Bachelors Degree in Business Administration.

2005 -2009                         Notre Dame of Matalam High School
Language Skills:
· Tagalog (Native Language), English (Good)
  - I hereby certify that the above statements are true and correct to the best of my knowledge.-
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