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Objectives:
I could make use of my knowledge and experiences and contribute to the company success in attaining its goal and objectives.
Employment History:

Al’shaair Group of Companies (QATAR)                                           November 6, 2014 to April 18, 2015
HR cum Secretary
1. Evaluate all the CV’s and give possible work for them, and Responsible to monitor the status of the papers of the worker in Philippines and communicate to all the necessary documents needs for them and give instuctions.
2. Communication to the local agency in Philippines and doing outside for process visa ( Philippine Embassy)for selected workers in Philippine.
3. Assist all the necessary needs and concerns of all the staffs. And do other clerical work
Alhabeshi International Services Inc.



    
January 9, 2012 to July30, 2014
Recruitment officer/Secretary (Philippines Malate Manila)
 1. Source for applicants from website (www.workabroad.ph). Post job openings in website, either with job order or for manpower pooling.
 2. Call all pre-qualified applicants, .Do initial interview of the applicants, Submit through e-mail all the resumes of interested applicants to the employer.

3. Generate daily reports regarding all sourced out candidates’ status. This is done to keep track of all the information regarding sourcing results, Generate and submit daily production report.
4. Scan documents that are needed for the processing of application such as passports, diploma, transcript of records, certifications, employment contracts and other papers that are necessary.

5. Follow up medical and trade test result, Prepare the documents of the applicants that need to be submitting for the Visa Stamping, OEC and other documents that they need to bring to immigration. 
SECRETARY cum Accounting staff




 January 27, 2009 to June 15, 2009

MEGAROCK MILLING CORPORATION (Philippines, Quezon City)
1. Doing payables accounts, receivables, petty cash and doing salary of the staff and doing HR works.
2. Monitoring of the stocks and purchased all the needs of the factory. Doing monthly report (sales, stocks). 

3. Received calls, entertain clients regarding processing of documents, Do the marketing through phone calls.
 Do all paper works and accounting and HR
Secretary/Data Encoder         


                    April 8, 2008 to September 30, 2008
Eurolab (Philippines, Quezon City)
1. Customer care service, tally all the sales and expenses every day.
2. Getting their official receipt and certificate of registration to encode all data.

3. Issuing result passed and failed certificate of emission compliance forms of smoke testing

4. Prepared daily report and responsible to keep all important records/documents.
SECRETARY/RECEPTIONIST       


             May 26, 2007 to February 20, 2008
POWEREE COMMERCIAL CORP & VIRMA(Philippines, PASAY)
1. Receivables and monitoring the return and repairs items and back all good items according to the department or sections 

2. Doing reports to all the return items forward to the accounting for the 

Deduction of the balance of customer before the collection day

3. Responsible to answers all the request of the customer and the staff 

4. Received calls, entertain clients regarding processing of documents. Do the marketing through phone calls.
 Do all paper works and accounting. 
Waitress 

                                                        March 2005 to  September 2006
Utsunomiya (Japan)
1. Responsible to take order of the customers and all their needs. 
2. Give necessary needs of them and give exact change and avoid shortage.

3. Responsible to follow up of all the pending.
MERCHANDISER/Sales Associates    


                        July 25, 2002 to February 3, 2005

MELAWARES MANUFACTURING CORP. (Philippines, Malabon)

1. Assigned to the supermarket to merchandise, clean and monitor the stocks. Coordinate to the stock supervisor for the status of the items and to suggest the saleable and new products

2. Coordinate to the company supervisor to all the status of the sales, to suggest some idea to make sales big esp. if they have event
MERCHANDISER/TEAM LEADER/Sales Associates                                  December 10, 1999 to June 1, 2002

TREND & REV AGENCY (Philippines)
1. Assigned to the supermarket to merchandise, clean and monitor the stocks. Coordinate to the stock supervisor for the status of the items and to suggest the saleable and new products

2. Coordinate to the company supervisor to all the status of the sales, to suggest some idea to make sales big esp. if they have events. Convince the customer to buy the products

3. Monitoring the sales each stores and do some activities for improvement of sales. Handle promo girls and coordinates them to all their needs and concerns to their area 

4. Coordinate to the Manager and do some meeting and address all the status of stores and do some reports 

Cashier /Waitress                                                               May 4, 1996 to October 31, 1999
Tropical hut /Jolibee/Cindy( Philippines)
Academic Qualifications 
Graduate 2008 up to March 2010                         

     AMA Computer Learning School 
Associates Computer Software development
Undergraduate 1997 to 1998                                                            AMA  Computer Learning School 
Computer System Design and Programming 

1993 to 1997                                                                                 Lakandula High School

1987 to 1993                                                                                 Princessa Urduja Elementary School
Personal Details                                                            
	Birthday       :   October 1, 1980

	Age               :   34

	Civil Status  :  Single 

	Religion       :  Catholic


I certify that all above mentioned information are true and correct to the best of  knowledge and beliefs.
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