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OBJECTIVES 

Seeking a responsibility position where ability and experience have valuable application. If possible, the position preferred should provide an opportunity for continued growth and professional advancement.
 
GENERAL CHARACTERISTICS AND PROFILE           :
Ability to coordinate and communicate effectively at all levels, performs detailed assignment with dependability, and functions within the position assigned for as per company’s assigned policies and procedures.  Energetic, well-behaved, sincere, hardworking, resulting to a worth employee, good teamwork, multi tasking, can work under pressure, organized, detailed individual, honest, trust worthies and fast learner.
POSITION APPLY FOR: 

Human Resources & Payroll, HR Assistant, Account Assistant (Accounts Payable & Accounts Receivable, Admin Assistant, Purchase Assistant, Executive Assistant, Secretary, Receptionist, Customer Service and any other available position that I can use my use experiences to further gain knowledge and offer my qualifications to contribute on the project where my ability is best suited.
EMPLOYMENT RECORD
 
Baniyas Food Projects LLC. - Human Resources & Payroll / Account Assistant/ Purchase Assistant/ Admin. Assistant/ Secretary
Sharjah U.A.E.                                              March 2006 till present
 
Duties and Responsibilities :
· Responsible for all employees payroll (WPS).

· Coordinate with PRO regarding employees visa processing.
· Prepares Job offer letter for applicants.
· Prepare & Conduct interviews for applicant.
· Prepares employees leave salary & final settlement.

· Attend all the staff/employees inquiries and requirements.
· Prepare & manage staff attendance
· Communicate and coordinate with Exchange Company for the WPS processing.

· Do the airline booking for employee.

· Able to work in accounting and HR software
· Prepares driver’s commission 

· Handling company cash & cheque bank deposit
· Manage company mail and email account
· Manage And maintaining office stationery & housekeeping supplies
· Handle accounts payables.

· Prepares monthly payables for all suppliers to be submitted to financial controller.
· Prepares monthly utility bill report for payment such as SEWA, DEWA & Etisalat.
· Reconcile supplier’s accounts.
· Reconcile Customer’s statement of accounts.

· Attends all supplier’s queries in regards to their accounts.

· Enter supplier’s credit & cash Purchase Invoice into the system.
· Enter customer’s credit sales invoice into the system.

· Communicate with supplier and give order as per the store keeper needs. 
· Prepares Local Purchase Order, Quotations, Invoices, etc. and following up with the same.
· Prepares weekly purchase as per Store keeper’s list of stock request.
· Call suppliers and do price inquiry.
· Do price comparison between all suppliers.
· Coordinate and assist Purchase Manager and store keeper.

· Prepares daily sales report of all the branches.

· Prepares some business correspondence

· Filling & sending fax.

· Attend all telephone calls.

· Work as a receptionist if receptionist is not available

· Issue Supplier’s cheque payment to the supplier
· Prepares daily and monthly reports using accounting and HR system as well as some manual reports and submit to financial controller. 
· Responsible for real estate concern works such as (calling tenants regarding Payments due, Expiry date of tenancy contract, receiving flat maintenance request & etc...).
 Lifco Supermarket Sharjah
-
Accounts Assistant/ 
Cashier/Encoder/secretary                          
Sharjah U. A. E                      June 2002 to Dec. 29, 2004
 Duties and Responsibilities :
· Coordinating between accounts and Sales Department.

· Responsible on all the customer and supplier Credit Invoices.

· Give assistance to the accountant.

· All computer works.

· Ensuring prompt payments from customers.

· Responsible on all the customer and supplier Credit Invoices 

· Responsible in attending the customer inquiries and requirements.

· Responsible in all the accounts of customer purchase and payments.

· Preparing Sales Analysis for monthly sales commission.

· Prepares some business correspondence.

· Attending all telephone calls.

· Sending and receiving fax.
· Accommodating customers through customers satisfaction

· Accepts payments

· Responsible in handling Cash  register machine
Neptune Enterprises -        Sales Staff - Fruit Section / Fruit Cutter
Bandar Seri Begawan,         October 1999 – January 2002                     
Brunei Darussalam                                        
 
Ultima Grafix Computer Center  -   Data Encoder, Layouter, Tutor                  
Tarlac City, Philippines                       March1998 – September 1999 
Duties and Responsibilities                     :
COMPUTER SKILLS:
 
MS Word, MS Excel, MS Pagemaker, PowerPoint, Enterprise Management Accounting System - (EMAS), DOLPHIN Programming System, (SAS) & HR Solution Programming System, any Accounting & HR Payroll System
 
EDUCATIONAL BACKGROUND        :
 
College  :    Interworld College of Science and Technology Foundation 
 Tarlac City, Philippines         
Course  :   Bachelor of Science in Computer Science -    1994-1998

High School
: Great Eastern Institute- La Paz, Tarlac, Philippines-
1990 -1994


Elementary : L.E.S.- La Paz, Tarlac, Philippines -
1984 -1990


PERSONAL DATA :

Date of Birth

 :   April 22, 1977


Sex             

 :   Female



Citizenship   

 :   Filipino



Civil /status

 :   Married

Religion    

 :   Roman Catholic

Language Spoken
 : Tagalog, English, Basic Arabic, Basic Bahasa Malayo (Malaysia)       

With Valid U.A.E. Driving License 
�








