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 Career Objective
To build a career that can utilize my knowledge in computer and human behavior as well as my communication and interpersonal skills.

Work ExperienceD

AL TANMYAH SERVICES

(Assigned: Dubai Islamic Bank, Al Mamzar Br.)

Lady Messenger (Free Zone Visa)

May 13, 2014 – Present

Dubai, UAE

FTN GARMENTS CORPORATION

HR&ADMIN ASSISTANT (6 years)

REGULAR EMPLOYEE (July 02, 2007 – March 29, 2014) 

Maguyam, Silang Cavite, Philippines 

NOK ASIA COMPANY PTE. LTD.

6 Months On-the-job-Training

ACCOUNTING & FINANCE DEPT.

November 11, 2006 to May 21, 2007

18 Tractor Road, Jurong Town

Singapore 627976

PERSONAL INFORMATION:

Age: 
28 years old


Height: 
5’


Birth date: 
August 04, 1987


Civil status: 
Single


Citizenship: 
Filipino


Language spoken: English and Filipino 

Educational Attainment
College Education

    2005-2007(2 yr.Trimester) Information Communication Technology

International Electronics and      Technical Institue, Biñan Laguna

Secondary Education

2002-2005  Immaculate Conception College

 Balayan Batangas

Primary Education

1997-2002  Navotas Elementary School

 Balayan Batangas

Computer Skills:  Knowledgeable on different software’s listed below
       >      Microsoft Word, HTML, Microsoft PowerPoint, Microsoft Excel, Microsoft Flash and  
       Dream weaver.
       >      Knowledgeable in creating Programming language And Java Script

       >      Computer Literate

WORK EXPERIENCED

POSITION: Lady Messenger
DUTIES & RESPONSIBILITIES:

: Preparing Daily Morning Reports

: Preparing and Sending Helpdesk Reports

: Preparing and Sending other bank Reports (From Customer Service & Teller)

: Assist Bank Customers

: Assist the Customer Service and teller

:  Filing, Faxing, Photocopying 
POSITION: HR & ADMIN ASSISTANT
DUTIES & RESPONSIBILITIES:

: Act as a resource and provide support to management/employees 
regarding internal Human Resources programs, policies procedures, and regulations
: Explains and interprets company and regulations, policies, and procedures for

Employees and management.

: Making a ACTUAL TIME SHEET & TRAINEE TIME SHEET (PAYROLL)
:Attend the inquiries of employees.
: Time Keeping

: Responsible In Giving Disciplinary Action & Explanation Slip (Workers)

: Responsible In Implementing the Rules & Regulations of the Company

: Encoding & preparing the evaluation of Newly Hired Employees
: Filing Disciplinary Action & Explanation Slip (Workers), Remittances, and Payroll 

: Making a Master List of all Employees

: Responsible & Monitoring the ATTENDANCE of all Employees Everyday

: Responsible In Orienting of Newly Hired Employees

: Counseling of Workers regarding to working Behavior & Production Status 

  Concerns if needed

: Making a Contract & 201 File of all newly hired Employees 
: Screening & Conduct an interview for the applicant (If needed)

: Conduct Clearance Interview for the non-existing employees.

: Compliance assistant

: Check all Attached documents as per Leave Application and Disciplinary Action to 201 file

POSTION: on-the-job training (ATTACHED IN ACCOUNTS & FINANCE DEPt.)
DUTIES & RESPOSIBILITIES:

 : Voucher (All Invoice & Delivery Order)

 : Making & preparing a Bank Cheque 

 : Preparing & Sending Statements of Accounts

 : Account’s Payable & Account’s Receivable Assistant
 : Filing, (Invoice, Delivery Order, P.O, and Sales Invoice in orderly)

 : Responsible for All Incoming Letters (Accounts’ Dept)

 : Encoding & Filing
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