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PERSONAL INFORMATION

RESIDENT
: Doha, Qatar

PLACE OF BIRTH
: Samarinda, Indonesia

CIVIL STATUS
: Married

PERSONAL SUMMARY

Over eleven (11) years total of successful work experiences in Recruitment, Sales, & Administration in different firm. Acquired well developed sets of skills, demonstrating interest in learning & specializing in related functions and duties.
CURRENT EMPLOYMENT

October, 2007 to Present

AL JABER TRADING & CONTRACTING W.L.L.

Doha, Qatar

DESIGNATION – RECRUITMENT/ADMIN ASSISTANT
JOB DESCRIPTION
· Verify all documents on hand of accuracy and completeness for further employment process procedure.

· Create & updates manpower data in Database.
· Coordinates and confirm with manpower agencies the visa availability & deployment date of workers.

· Communicate, arrange and follow up with the Officer’s in charge of accommodation and transportation of manpower arrivals.
· Coordinates with the Project’s Manager for the allocation of new manpower, from vacation and transfer of manpower required from other sites.
· Receive original documents of new manpower from the officer, then enter the pertinent data into specified system format, and designate employee reference number.

· Prepare and submit the new manpower reports to Accounts Dept. upon the approved of Personnel Manager.

· Check the entry details in the system and inform the officer in charge of any discrepancies contradicting to immigration policies.

· Collect, correct and search all missing employee’s details/information by coordinating to co-companies, sites and conduct research when needed.

· Transmits all necessary documents of newly joined manpower to Personnel Files.
· Prepare reports on visas (issued, processed, rejected and expired) and manpower arrival to update the status of Recruitment Placement Section.
PREVIOUS EMPLOYMENT

JULY, 1998 to JANUARY, 2002
HOLA PHILIPPINES CORPORATION

Quezon City, Philippines

DESIGNATION – SALES ASSISTANT
JOB DESCRIPTION
· Inputting client information into the customer relationship management software. 
· Prepares quotations, delivery receipts, purchase orders and sales invoice for approval of management.
· Greeted and assisted visitors. 

· Responsible for administrative duties such as typing, photocopying, faxing, scanning and answer and screen phone calls.
· Establish and maintain records (filling system) of all sales and admin related business within company.
· Maintains all incoming and outgoing mail, faxes, e-mails and other types of correspondence.
· Inputs and updates data in the stock inventory system software.

· Prepares weekly, monthly, and yearly inventory and sales report. 
· Analyzed, investigated and resolved inventory discrepancies identified through section inputs and daily cycle count procedures.
· Prepares monthly and quarterly remittance reports.
· Updates monthly aging of account receivables.
· Perform other functions as need arises.
MARCH, 1998 to JULY, 1998
MAY COMMERCIAL TRADING CORPORATION

Makati City, Philippines

DESIGNATION – ADMIN ASSISTANT
JOB DESCRIPTION

· Inputting client information into the customer relationship management software. 

· Prepares quotations, delivery receipts, purchase orders and sales invoice for approval of management.

· Greeted and assisted visitors. 

· Responsible for administrative duties such as typing, photocopying, faxing, scanning and answer and screen phone calls.
· Establish and maintain records (filling system) of all sales and admin related business within company.

· Maintains all incoming and outgoing mail, faxes, e-mails and other types of correspondence.
· Inputs and updates data in the stock inventory system software.

· Prepares weekly, monthly, and yearly inventory and sales report. 

· Analyzed, investigated and resolved inventory discrepancies identified through section inputs and daily cycle count procedures.

· Prepares monthly and quarterly remittance reports.

· Updates monthly aging of account receivables.
· Perform other functions as need arises.
SKILLS AND ABILITIES
Accurate typing of 45 wpm;

Proficient in the use of the Microsoft Office Software (i.e. Microsoft Word, Excel, PowerPoint, Access, Outlook, Internet etc.);.
Able to communicate in English effectively;

Manage daily operational tasks with little direction;

Establish and maintain effective working relationship with employees, officials, agencies and general public;
Maintain confidential information;

Honest, trustworthy and a team player;
Able to work on own initiative;
Confident, hardworking, flexible, driven and prepared to learn.
SEMINAR ATTENDED

February 2009
:
Human Resource Management
JTC Professional Enterprise



Doha, Qatar

November 2008
:
Overview of Human Resource Management
JTC Professional Enterprise

Doha, Qatar
EDUCATIONAL BACKGROUND

College

:
Philippines Christian University

BS Computer Science - 1998

Secondary
:
F.G. Calderon Arellano University - 1993

Honorable mention in 2nd & 3rd level.

Primary

:
Fernando Amorsolo - 1989

Honorable mention in grade 4, 5, 6 level.

Most obedient pupil in grade 4 & 5 level.
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