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To get contact details of this or many other candidates
Submit request on this link by writing all the short listed CV Numbers.

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

OBJECTIVE:  To be able to exercise my profession and other fields of specialization which are related to my qualification relevant in attaining company goals and objectives and to be able to develop my personality and character to the job I worked with.



May 2013-  Present 
      General Trading Co. LLC  and Electronics Co. LLC   



Road, Dubai, U.A.E.


      Secretary cum Receptionist


· Responsible for providing courteous and efficient service among the other departments. 
· To attend and respond to incoming phone calls and transfer them to respective departments.
· To keep and check on the office supplies; monitor the inflow and outflow regularly, and maintain the records. 
· Preparing invoices and packing list.

· Prepares and encash cheques to different banks.
· To perform general clerical works such as forwarding mails and documents to respective departments and or people.
· Any other appropriate duties and responsibilities as assigned.
 February 2012-December 2012      MERCURY DRUG STORE (Cagayan, Philippines)

                   Accounting Clerk cum Receptionist

· Generally responsible for incoming and outgoing calls.

· Handles inquiries & complaints and direct them to appropriate personnel if necessary.

· Schedules & confirms appointment to clients & suppliers.
· Handles petty cash fund.  
· Preparing vouchers for cash receipts and disbursements.
· Preparing Purchase Orders and checking of invoices.
· Preparing monthly stock inventories and reports.


Date of Birth:

September 28, 1990







Civil Status  :

Single

Citizenship  :

Filipino

Visa Status :

Employment Visa

Language Spoken:         English & Filipino

                                   

Tertiary

Bachelor of Science in Business Administration

                                       Major in Financial Management       





             University of Saint Louis Tuguegarao 

                                                     Cagayan Valley, Philippines




             SY: 2007 - 2011


· Computer-literate performer with extensive software proficiency such as Microsoft Office, Excel and PowerPoint Presentation.

· Proven relationship-builder with unsurpassed interpersonal skills.

· Exceptional listener and communicator who effectively conveys information verbally and in writing.

· Willing to learn and can work under pressure.

· Self Motivated and Fast learner.

· Trustworthy and Reliable person.

· Fluent in English.

I hereby certify that the above information given is true to the best of my knowledge with the understanding that any verification to the matters constrained herein is allowed.
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