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Objectives
To achieve and experience possible opportunities, primarily to be employed in a 

reputable company wherein I can utilize, share and develop the training and education I acquired and likewise to be further trained in my field of specification. 
Qualifications / Skills
• Can Speak and Understand Arabic Language fairly

• Has a passion for learning, flexible and fast learner
• Computer literate in Microsoft Office /Excel/Internet applications

• Ability to establish and maintain effective working relationship with other employees and superiors

• Strong customer service skills

• Excellent communication and inter-personal skills

• Ability to work under pressure with minimum supervision
• Willing to undergo training

Employment Record
• Al Azizia Panda (Savola Group ) - From March 2013 to January 2015
Jeddah Kingdom of Saudi Arabia
Position: Receiver cum Inventory Controller
Reported to: Warehouse Manager

Job Description:
1. Receives daily product deliveries and responsible for the receipt, verification and recording of raw materials and products.
2. Properly inputs received material into computer system and forwards proper documentation to accounts payable.
3. Inspect, accept, or reject inbound shipments and often involved in storing inventory for shipments
4. Assists in other aspect of the departments as needed.

5. Establishes and maintains effective working relationships with other employees, supervisors and managers.

6. Prepares daily and weekly receiving report on time.

• MC Engineering Inc. - From September 2012 to March 2013
Quezon City Philippines

Position: Document Controller

Reported to: Warehouse Manager

Position Summary: The Document Controller is responsible for maintaining and managing all important documents for a particular project or department and assures that all are easily accessible and stored.
Job Description

1. Responsible for processing maintenance requests for manager and supporting staff.

2. Filing the documents according to date(s).

3. Carried out other duties as needed.

• Meridien Business Leader Inc. - From May 2011 to August 2012

SM City Lipa –Lipa City, Batangas

Position: Admin Assistant
Reported to: HR Manager

Job Description

1. Creates and revises system and procedures by analyzing operating, recordkeeping systems, forms control, and office layout.
2. Resolves administrative problems by coordinating preparation reports, analyzing data, and identifying solutions.
3. Provides information by answering questions and requests.
      4. Maintains supplies inventory by checking stock to determine inventory level.
      5. Answering phone calls.

• 7-eleven - From March 2010 to May 2011 

Batangas City, Philippines

Position: Service Crew 
Reported to: Operation Manager
Job Description:

1. Can serve as waiters and waitresses, taking orders, serving food, and often handling payments
2. Serve beer and wine, prepare mixed drinks, and may need to verify patrons' ages by checking identification. Hosts and hostesses are responsible for taking reservations.

3. Welcoming and seating guests, and may also operate cash registers.
4. Typically include clearing off and setting tables, stocking supplies, cleaning dishes, and occasionally dropping off food, beverages, and condiments.
Educational Background

Technical Education and Skills Development Authority (TESDA)
Computer Hardware Services (Technician)

Lipa City, Batangas Philippines

March 2012 – June 2012

College Level
Field of Study
: Bachelor of Science in Computer Engineering
Institute/University      : AMA Computer University 



              2006 - 2011

  
Personal Details
Date of Birth

: 24 September 1989
Citizenship  

: Filipino

Civil Status
: Single

Height
: 5’5
