[image: image1.jpg]


 Gulfjobseeker.com CV No: 1400400
Mobile +971505905010 / +971504753686 

To get contact details of this candidates
Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php 
CAREER OBJECTIVE:


 To work with an organization where my proven skills, abilities gained in the past can be utilized for further development and be an asset to the company.

SUMMARY OF QUALIFICATIONS:


· 7 years  Experienced Secretary 

· 2 years  Experienced in Sales Staff / Customer Service Care
· 2 years  Experienced in Data Entry Operator
· 4  years Experienced  Cashier  

· Customer Service Oriented 
· Time Management and Organizational Skills

· Work as Team Player
· Trained for Hospitality (Hotel and Restaurant Services )
· Knowledgeable in any telecommunication and computer literate.

WORKING EXPERIENCES: 


Executive Secretary                                                                                                     Feb.  2013   -    Present
Company  :    Elite Sky Contracting & Gen. Maint. LLC (Al Ain, UAE)

· Full in charge processing of all accounts receivable and payable

· Manage all petty cash and office supply expense accounts

· Reconcile bank balances; record general ledger entries
· Answering phone calls, emails and walk-in clients with proper manners.
· Establish customer credit lines and set up credit accounts with vendors

· Assist both CEO and Managing Director for international and domestic needs.

Data Analyst   /   Encoder                                                                                  July 5, 2010 - October 22, 2012                      Company  :    ACS of the Philippines (XEROX COMPANY –Cebu, Philippines)
· Enter a wide range of information into computers for a variety of purposes.

· Data evaluating using analytical and logical reasoning to examine each component 
of the data provide. 
Customer Service Specialist   /      Cashier                                               January 2003  -  February 2009         
Company :      Aerpohone Enterprises and Co.  ( SM-CITY Mall Cebu)
· Responsible in Branch Operation
· Responsible in responding wide range of inquiries from both the general public and professional by providing advice and information, processing transactional services, assessing customer needs in prompt efficient with courteous manner.

· Responsible in handling all cash transaction of the branch.
· Responsible in receiving payment cash, cheques and credit card. Checking daily cash accounts

· Responsible in guiding and solving queries of the customer.

· Responsible in training and assistance to new joined cashier.
· Responsible in maintaining monthly, weekly and daily report of transaction.

· Travel out of town for newly opened branch to conduct training for newly hired employees.

Secretary    /  Warehouse in Charge                                                            June 1997  -   July 2002                      
Company :  Cebu Aquaculture Marketing  (Cebu, Philippines)
· Responsible in keeping records of appointments and ensure that each one is conducted smoothly and accordingly.
· Responsible in arranging travel and boarding requirements of my boss and companies staff.
      A minute to minute itinerary for the convenience of the my boss and staff.
· Responsible in maintaining archives of documents and paperwork from clients, new product,
      activities and events.
· Responsible in keeping materials. Ensure timely and accurate delivery. Tracked and followed up 
for efficient delivery.
· Responsible in answering phone calls, response email and scanned important documents and 
messages of the manager
· Responsible in scanning and email clients to verify stock quotation, inquiries and delivery.
· Assists customer order, needs, inquiries and complaint
· Travel out of town for collection, visit clients site and check the product.
TRAINING ATTENDED:


· BASIC HOTEL QUALITY SERVICE COURSE

       FVA Manpower Training and Services Center (September, 2002)

· BASIC  HAND-ONS BAKING

Rose Marie T. Lim School of Cake Decorating, Culinary, Baking and Pastry Arts 

(February, 2012)      


EDUCATION AND  CREDENTIALS:

Bachelor of Science in Accountancy                                                                                                            2002  
University of Cebu Lapu-Lapu and Mandaue     ;   Cebu, Philippines

Associates in Computer Science       (Graduated)                                                                                         1997

 University of Cebu Lapu-Lapu and Mandaue     ;   Cebu, Philippines

Basic Hotel Quality Service Courses                                                                                         (September, 2002)
FVA Manpower Training and Services Center     :   Cebu, Phlippines                                                                      
Basic  Hands-On Baking                                                                                                                        (February, 2012)

Rose Marie T. Lim School of Cake Decorating, Culinary, Baking 
           and Pastry Arts                                          :  Cebu, Philippines
Certificate of Appreciation 








            (July, 2011) 

ACS of the Philippines Photo Exhibit Contest 
COMPUTER SKILLS


· Microsoft Office™: (Word™, Excel™ PowerPoint™ )
· Windows™: (7™,Vista™, XP™) 
· Adobe™ Photoshop CS      
· Peachtree Accounting ( Sage 50)              
SPECIAL  INTEREST
  
	
	Interneting, Cooking, Listening Music, Playing Badminton, Table Tennis, Drawing, Playing Volleyball, Reading Books, Photography



 PERSONAL DATA:

  
               Date of Birth  :   January 26, 1979

                 Place of Birth :    Cebu, Philippines

                 Civil Status     :   Single

                 Weight            :   60 kg

                 Height             :   5’ 6”

                 Religion          :   Roman Catholic
                 Nationality      :   Filipino

    Visa Status      :   Employed  

