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	CAREER OBJECTIVE:


A suitable position in Office Administration & Accounts, with a reputed organization where I can utilize my education and experience for the optimum growth of the organization as well as personal career growth.

	SUMMARY OF KEY SKILLS & EXPERIENCE:


· More than 9 years of experience in administration and accounts;
· Proficient in office application;

· Adept in accounting procedures;

· Possess demonstrated ability to work effectively and congenially with employees at diverse levels;

· Possess excellent communication, administration and problem solving skills;

· Highly organized, ability to work under pressure in fast paced environment meeting deadlines successfully.

	WORK EXPERIENCE:


· Office Administration & Accounts Assistant, Parsa International Gen. Trdg. LLC. & Pars Iranian Restaurant, Dubai – May 2005 – Till Date,

· Secondary School Teacher, Philippines – September 2001 – October 2004

	ADMINISTRATION:


· Actively answering the telephone board with pleasant telephone manners, greeting clients and responding to their queries, diverting to the relevant personnel in the organization;
· Independent efficient handling of day to day administrative office routine of the organization;

· Dealt with fax, post and e-mails, filtered them and used initiative to deal with routine queries wherever possible;

· Received and record invoices and arranged payments;

· Coordinate in purchasing office supplies;

· Maintain cordial relationship with existing clients/customers via meetings, telephone calls & e-mails;

· Maintain record of existing & new customers for follow up and business promotions.

	ACCOUNTS:


· Received and record invoices and arranged payments;
· Handled suppliers and customer invoices;

· Checking visa and bank statements;

· Dealing with banks for Merchant Summary & Statement of Account Problems (if any)

· Assisting in follow-up of payments and maintain office records;

· Prepare regular reports and summaries of accounting activities;

· Verify recorded transactions and report irregularities to management;

· Reconciliation of Suppliers accounts;

· Handled PDCs;

· Maintained computerized and manual accounts of the customers.

	PROFESSIONAL QUALIFICATION:


· BACHELOR OF SCIENCE IN INDUSTRIAL EDUCATION
2001

· PASSED THE TEACHERS BOARD EXAM

2001

	COMPUTER PROFICIENCY:


Packages: MS Office (Good Knowledge of Excel).

	PERSONAL DOSSIER:


Nationality

: Filipina

Status


: Single

Language Known
: English

Visa Status

: Employment Visa 
