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Career Objective:

To venue into a new career where I can enhance my profession, talents and attain a high degree of professionalism in a highly progressive company.

Work Experience:

December 2002 – March 2014
L.L.C.

Dubai UAE
ACCOUNTING CLERK/ACCOUNTS DEPT.

· Match and verify all alternative payment contracts and parent fees to bill and claims.

· Ensure all balance sheet accounts reconcile monthly.

· Assist the accounting head in terms of billing and collection.

· Encodes the proposal of directed by the general manager.

· Editing, modifying and applying the data, preparing the month end reports.

· Specializes in typesetting projects and documentaries using the Microsoft Word and Excel.

· Using program Tally and Peachtree.

· Filing and arranging the invoice receipt in the file folder.
· Entering the purchase in the system.
WAREHOUSE INCHARGE

· Receiving the items from the supplier and check accurately the items.
· Itemize and arrange the items in good position in the shelves.
· Stamps or attaches price tags on the items and checks tagged prices to verify accuracy referring to price list.

· Entering the new items in the computer and put the price and barcode and attaches to the items.
· Inventory Control
SALES ASSISTANT/SALESMAN

· Assist customers in locating merchandise and answering variety of question concerning general merchandise, demonstrate use of merchandise upon request.

· Sets up promotional display, makes signs or arranges merchandise on counters or tables to promote sales.

· Through merchandising, create a retail environment that is innovative, unique and customer friendly.

· To maintain and improve store retail standards on selling floors, service areas and stockroom.
RECEPTIONIST/CASHIER

· A welcoming presence that greets all customer as they enter.
· Attending and answering the phone with polite etiquette. 
· Well versed in all positions/functions as to readily direct inquiries and guest.

· Responsible for processing of customer payouts.

· Preparing the Daily Sales Report.
PET GROOMER

· Helping the Groomer if not busy in the reception.

· Do bathing, nail clipping, ear cleaning, eye cleaning and blow drying.

· Can do basic grooming like shaving depends on the behavior of the pets.
DATA ENTRY OPERATOR

· Responsible for entering data to a database.

· Ability to type fast without looking to the keyboard.
· Specializes in Microsoft Word, Excel and Powerpoint
UAE DRIVING LICENCE

March 2000 – October 2002

DATA ENTRY OPERATOR

Welkin Data – Manila, Philippines

· Maintenance and management of data files back up ( keep of back up logs).

· Editing, modifying and applying the data, preparing the month end reports.

· Maintain data for all programs.

· Programs and generates report needed by the company.

· Specializes in typesetting projects and documentaries using Microsoft Word and Excel.

· Act a typesetter on rush data input
August 1999 – February 2000
SERVICE CREW/CASHIER

Chow king – Manila, Philippines

· Served the customers/guests accordingly in a pleasant, professional and timely manner.

· Respond to information inquiries, process orders and execution.

· Perform other duties assigned by senior management.
Training & Seminars:

I.T. Expo ’98 Convention and Exposition

P.I.C.C. Plenary Hall – Manila Philippines

February 4-5 1998

Namrac Industry

On the Job Training

Angono Rizal – Philippines

January – March 1999
Education:

System Technology Institute ( STI )

Certificate of Computer Technician

Ortigas Cainta, Rizal – Philippines

April 1999

Personal Details:

Date of Birth


:
April 13, 1980

Place of Birth


:
Sto. Tomas, Batangas, Philippines

Height



:
5’5”
Weight



:
60 kg

Health



:
Excellent

Citizenship



:
Filipino

Religion



:
Roman Catholic

Language Spoken


:
English/Tagalog









Several Words of Arabic, Urdo
References:

Available Upon Request.

Applicant’s Signature

