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- APPLICANT FOR -

 Administrative Assistant/  Data Entry Services
	OBJECTIVE



To be employed in a reputable and progressive institution wherein I can utilized my skills and knowledge to a maximum capacity with the opportunity for advancement.

	QUALIFICATION


· Graduated Bachelor of Business Administration.

· Over 20 years of Experienced as waiter, Supervisory and Office administrative works in hospitality industries.

· Proven track records in sales of food products,perishable  and frozenproducts.
· Excellent interpersonal and communication skills, ability to work well with others and easily to emerge  multi-cultural people of different nationalities.

· Ability to juggle multiple tasks simultaneously . Detailed oriented, teamwork and self-motivated.
· Substantial Knowledge and experienced in general accounting, bookkeeping, accounts receivables and payables and collections, cash counting, account positioning and billings.

· Excellent knowledge in MS word, Excel,  internet,  e-mails, and power point presentation.

· Speed typist with 40 wpm

	PROFESSIONAL WORK EXPERIENCE


ADMINISTRATIVE STAFF

 (JULY 2000 - JANUARY 2009 and Aug. 2010 to Feb. 2015)

KUNIYOSHI FISHING COMPANY

P.O. BOX 293, STATE OF KOROR, REPUBLIC OF PALAU, MICRONESIA 96940

DUTIES AND RESPONSIBILITIES:

Under the general direction and supervision of the Senior Vice President. Develop operational guidelines and implement measures to ensure effective functioning of processes and work flow within the Operational function; monitor the adherence of operational standards, rules and regulations, health, safety , security and facilities management. Involves in manpower  and crew selections, labor issues, visa preparations, work permits and  immigration stamping. Provide support, training and orientation for new employees who will work for office, warehouse, fish offloading and packing facilities. Implemented rules, regulations and ensure employees are properly informed and understand the policies and safety.   Responsible for approving and disapproving employees requisition, may it be materials for operations and cash advances.

Responsible for bookkeeping and maintaining bank account records. Monitor account   balances and incoming remittances. Prepares daily cash and check position reports and approves vouchers, check preparations, disbursement and cash payments to different vendors for administrative daily expenses.  Reconcile bank account and actual cash counts. Prepares monthly reports for General accounts, cash/check inflow and outflow. Generated sales report and ensure vessel statements are properly deducted. 

Coordinated trucking services related to dispatching, routing and tracking vehicles transportation such as cars , vans, and trucks, ensuring smooth operation and maximizing efficiency  and cost effectiveness. Scheduling, planning and organizing work activities with logistics and deliveries of fish cargoes. Monitors vehicles problems , coordinated repairs and trouble shooting. Reported incidents in either accidents and delays.

Responsible for booking air-cargo spaces and airfreight forwarder for available cargo spaces to export sashimi grade tuna to Japan and other destination.  Attended internal and external air-cargo meetings and assisted air-cargo prioritization. Coordinated with the fleet offices and delegated air cargo spaces.  


Executive Secretary to the President-Al Mokhtar Abdullah Al Shangaiti


JAL International Co. Limited.,  (May  2009 to  July  2010)


Al Jubail, Kingdom of Saudi Arabia

A Construction company provide mechanical services to Oil and Gas manufacturing industry, such us aramco, Pretrokemya, Kenya, Kayan, Hadeed and etc.

Provide secretarial supports, composed correspondence, screened direct  calls, and make travel arrangement.  Handle initial inquiries directed by the 
Senior Executive from Board Members, Employees, outside people such as 
potential partners, complaints and etc.  Controls documentations provided by project 

engineers,  supervises technical divisions  timesheets, overtime and other related works for for payrolls to meet timing and schedules.  Collected data provided by the engineers toprepare  project presentations through power point. Handles petty cash  and checks, bookkeeping,  and  handles  requisitions for office supplies and materials.

BOOKKEEPER/ Data ENTRY – BIR AND SSD DEPARTMENT (June 1998 - June1999) FAR EAST BANK AND TRUST COMPANY, MORALLA, INTRAMUROS, MANILA, PHILIPPINES.



DUTIES AND RESPONSIBILITIES:



Collected,  recorded , posted data for the Bureau of internal Revenue(BIR) 





collections; extracted data ,  set  back-up and summarized reports through 





a Limited 
Data Bank entry
(LBDE)  FoxPro program.
 Made 






daily reports of 
bank branches collections of taxes for daily report of my 





senior executives.
STAFF - TREASURER’S OFFICE/ BILLING SECTION (MAY 1993 TO February  1998)ST. PAUL UNIVERSITY OF DUMAGUETE, PULANTUBIG, DUMAGUETE CITY, NEGROSORIENTAL, PHILIPPINES.


DUTIES AND RESPONSIBILITIES:



In charge of the central supply and assisted the billing section. Received and 





release supplies requisitions, canvassed prices, purchased tools and supplies, 





check and balance tools, materials and schools supplies through inventory.  





Prepared statements of accounts, posted charges and determined accurate 





posting to  employees and students ledgers.

	EDUCATION


Bachelor in Business Administration Major in Banking and Finance  (1993) 

St. Paul University of Dumaguete,Dumaguete City, Philippines
	PERSONAL


Nationality
                   :
Philippines
 Gender                          :
Male

 Marital Status               :
single

 Visa Status                    : 
Tourist Visa 
Language                       :



Tagalog and English
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