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RAQUEL 
Email:  Raquel.202136@2freemail.com 
CAREER OBJECTIVE


To be able to work in a Business firm where I can apply my knowledge and skills and communicate in a real work environment and establish interpersonal relations in the workplace.   

EDUCATION

SAINT LOUIS COLLEGE OF BULANAO / COURSE; Bachelor of Arts


                                                              Major: General Science and Biology

Related coursework: collect and organize information, propose explanations that can be tested, focuses on more liberal arts general education courses.
PERSONAL PROFILE

Nationality:                            Filipino

Birth Date:                              April 07, 1981    

Civil status:                             Married

Religion:                                  Iglesia Ni Cristo (Church Of Christ)

SKILL/ ABILITIES

Technical Skills

· Knowledge of MS Access, Word and Excel

· Tally  ERP.9 Software/Neo Software 
· Google Drive/Spread Sheets/Basic Adobe
· Browsing Internet/social networking
· Strong Team Player with excellent skills to handle a  team
· Extremely Self-Motivated, enthusiastic  with excellent communication and Interpersonal skills, flexible, hardworking
· Good Technical Skills that operate for the best outcome before the deadlines  

WORKING EXPERIENCE
March 01, 2012 – January 22, 2014     Bhimi Jewellery LLC /Secretary 
                                                                              Off.113 Gold Land Bldg., Gold Souq
                                                                              Deira, Dubai UAE

                                                                              Tel. No.: 04-2202567

Company profile: Imports of Scrap Gold Bar, Selling of Scrap gold to various trading investors.
Nature of Works: 
· Managing all the company transactions.

· Collecting bulk cash from Bank and Clients.

· Posting Debit and Credit using Tally 9 ERP software

· Counting cash using counting machine

· Enter  cash and check receivables and payables

· Depositing Cash to Bank; RAK Bank ,NBD and Trans Guard Group Company
· Receiving Statement report from refineries
· Sending telegraphic-transfer to Wall street exchange center, GCC exchange, Alfa exchange

· Receiving payment lists from head office (Uganda) and pay client accordingly Dollars into Dirhams.
· Preparing and depositing Staff  Salary
· Enter Scrap Gold Descriptions, Gross weight, sample weight

· Enters the purity result of gold from laboratory

· Mailing all the reports to Uganda Head office.

· Responsible for maintaining Cash books, debit and credit accounts.

· Prepare the Receipt voucher and payment voucher to the client.

· Responsible in answering incoming and outgoing calls
· Sorting and filling papers like invoices, letters, customs papers and TT files, etc.
· Sending and receiving Faxed reports
June 06, 2008 to March 15, 2011   Paris Group International LLC /Cashier cum Accountant
                                                                      DFC Tower, Dubai UAE

                                                                      Tel. No.: 04-8854433

Company profile: Fashion High End Brands with Signatures top designers all over the                world. High End: Versace, Canali, Cerruti, Richmond, Camper, 55 DSL
              Golden Brigde: Pierre cardin, Ted Lapidus, Balmain, Azzaro, Verri.
Nature of Works:

· Handling Cash Register and receives variety mode of payments: credit cards and  cheque
· Depositing cash sales to the Bank.

· Know store sales target and sales information on daily and weekly basis
· Responsible for receiving and checking all the items delivered from warehouse and other shops.
· Encode all reports, correspondence and works that my superior may ask me to do.
· Responsible for stocks inventory and stocks details of the shop.
· Preparing staff attendance and sending request emails to head office.
· Uploading and settled credit cards sales every day.
· Pleasant telephone manner and the ability to prioritize work.
January 21, 2005 – May 11, 2008   The Landmark Corp. /Counter Assistant Supervisor                               

                                                                       Department Store

                                                                       Ayala, Makati Center City, Metro Manila Philippines
                                                                             Tel. No.:+63 2 810 9990                       

Company profile: has comfortable, accessible and convenient, some really unique stationery and home decor clothes, shoes, home accessories, appliances, and foods.
Nature of Works:

· Effectively deals with customer complaints.
· Senior cashier, give daily counter assignment of cashiers.
· Taking cash in the treasury and distribute to the cashiers on duty.
· Responsible for closing the counters and remitting the documents, and files of cashier to accounting departments.

April 04, 2004 to August 10, 2004 SM Mart Corporation/Counter Checker
                                                                        Harrison Plaza, Malate Manila, Philippines   
                                                                        Tel. No.:(632) 831-8000                    
Company profile: leader in the retail industry. For the last 50 years, it has been committed in providing quality products and services at reasonable prices and to meet the ever-changing needs of its customers in a responsible and responsive manner. Its chain of Department Stores spans from Luzon, to Visayas and Mindanao.
 Nature of Works:                                                                                                    
· Maintain effective and efficient record keeping procedures.

· Remitting the documents, such as credit card slips, employees discount slips, return slips.
· Checking the quantity of item bought by the customers.
· Giving customers satisfaction 
April 04, 2002 to May 11, 2003 Star City Amusement/Counter Cashier
                                                                 Roxas Blvd., Malate Manila Philippines

                                                                 Tel. No.: +632 833-4483

Company profile: Variety of attractions including kiddie rides, a playground, Winter Fun land, Dino Island, Star Theater, miniature train rides, a go-kart track, and four roller coasters. Snow World, with freezing temperatures, has carved ice slides for kids, carved ice statues, ice castles and igloos. Dino Island contains a small museum with prehistoric artifacts
Nature of Works:                                                                                                                                                           
· Dealing with any complaints promptly and fairly
· Give the highest standard of customer service at all times

· Issuing ticket for rides and other play games

· Demonstrate awareness of playing the games and ridings
· Giving directions to the customers query.
Character References available upon request
