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Gulfjobseeker.com CV No: 1430754
Mobile +971505905010 / +971504753686 

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

http://www.gulfjobseeker.com/feedback/submit_fb.php
Age: 25 years old 

Nationality: Filipino

Visa Status: Employment

Finished contract: 20, June 2015

Objective:
                    To obtain a position as anAdministrative Assistant with excellent people skills, and communication skills, office support and computer skills, multi-tasking. Strong belief in support of customers, cheerful, works independently and as a part of a team, well organized, problem solver.
Educational Qualification:

· Diploma Course in Information Technology.
· Diploma course in Care Giving

· Completed High School Diploma in Tarlac, National High School.
Employment History:
Receptionist/Phone Operator
Teletech, Philippines.

Duties are: 

· Answering inquiries, and delivering the right answer in a timely manner.

· Assisting customers, welcoming and directing them appropriately.

· Notifies company personnel of visitors arrival;

· Maintains continuity with work team, by documenting and communicating actions, irregularities and continuing needs.
AdministratorAssistant

Accounting Department, Quezon City Hall, Philippines.
Duties Are:

· Following standardize company procedures relating to all aspects of Office performance
· Answering calls in a professional manner

· Updating databases with confidential and relevant information

· Coordinating and communicating social activities for the Office staff

· Handles, employees payroll, deductions and contribution.

· Handles the pension of the retirees. And their monthly allocation.
· Ensuring that all information and documentation is compliant with guidelines of data the protection act

Head Cashier
Abdel Wahab, Souk Al Bahar, Dubai 
Contract Started: June 22, 2013 Contract Ends: June 21, 2015

Duties;    

· Hands on experience in accepting payments from Captain waiters, giving change and receipt.
· Maintain correct cash balances at cash register 
· Ensure management of daily cash accounts, beginning and end of shift. 
· Process payments made with cash, cheques, credit cards, and debit cards. 

· Trained new cashiers, by providing knowledge of specific tasks.

· Make sure that the system running the register is properly synched to the main register of the Company.

· Cash management, outstanding cash handling skills

Skills / Abilities/ Knowledge:

· Responsible for all office Administrator related task.
· Broad experience in administrative duties, includes executive support, office management, billing/invoicing, payroll administration, customer care, Account management, data base administration, document preparation. 
· Proficient in MS Word, Excel, Power Point. Encoding
· Capable to maintain all-important information in suitable format.
· Fluent in English Language.
· Knowledge in Arabic Language.

· 2 years Dubai experience

· Knowledge in computer programming, Computer Hardware and Servicing.
· Achieved excellence in customer service.

