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CAREER OBJECTIVE

· To obtain a position in an organization where opportunity and advancement are commensurate with performance and ability.
SKILLS/ COMPETENCIES
· Efficient to work by using MS Office including internet, email, V-Lookup and Pivot Table
· Data Entry, Data Processing, Documentations and all Business Correspondence 
· Ability to communicate effectively with co-employees, customers and clients
· Profound knowledge of health insurance coverage and vehicle insurance
· Quickly grasp new things and use initiative
· Flexible and easy to adapt in any working environment 

· Handles confidential issues and documents in a precise manner
· Self-motivated and strong focus in details
· Can work independently and efficiently
EDUCATION         



Bachelor of Science in Computer Science



June 1999 to April 2003
Philippine Christian University - Manila, Philippines

TRAINING & SEMINARS ATTENDED



Microsoft Advanced Excel 2010 with MACROS


May 19 to 24, 2013 


NADIA Training Institute, Dubai, U. A. E.



Conducted by: Mr. Shariq Mohammed (Professor)

EMPLOYMENT HISTORY
ACC GENERAL TRADING L. L. C






June 30, 2011 up to present

Dubai, United Arab Emirates
· SECRETARY
· Preparing Local Purchase Orders, Inquiries, Quotations and Memos
· Handling & preparing Employer’s and employee’s Medical Insurance/Claims
· Monitoring tracking devise (GPS) of company’s trucks/vehicles 
· Encoding the monthly Delivery Notes
· Preparing letters and all business correspondence
· Handling and attending telephone calls and customer’s inquiries
· Monitoring petty cash of the Managers
· Handling minutes of meeting, hotel  & flight bookings
· Organizing & filling incoming /outgoing documents
· Assisting all managers in clerical duties etc.
· Arranging the Vehicle & Medical Insurance and Reimbursement Claims
ISLAND BISCUIT INC. (Head Office)






March 11, 2008 to October 08, 2010
Camarin Brgy. 174 Zone 15, Dist. IV, Caloocan City 1400

· ADMINISTRATIVE SECRETARY/ GENERAL CLERK
· Handling and monitoring Monthly Sales 
· Assisting customer & client inquiries through interpersonal relation
· Preparing invoice summary and Value Added Tax monthly/annual report
· Monthly and Quarterly filling using e-files to Bureau of Internal Revenue
· Preparing Proforma & Commercial Invoices, Packing list and Business letters

· Daily inventory and preparing purchase order
· Receiving / Tracking clerk as well as to supplier's delivery 

ALI RASHID AL-AMIN CO. BSC (C)






July 05, 2006 to September 09, 2007
Manama, Kingdom of Bahrain

· ADMINISTRATIVE SECRETARY/ RECEPTIONIST (Abroad)
· Assisting the Managing Directors / Manager and Supervisor in clerical duty as well

· Handling and attending telephone calls and routing calls in reception area
· Preparing and updating price list and orders
· Updating records, filling them in respective files
· Preparing price quotations, documents and debit notes
· Surfing and searching in Internet
· Assisting and handling customer’s inquiry through interpersonal relation

.
ABENSON-ELECTROWORLD, INC.






November 11, 2005 to April 25, 2006
Selling Area: SM Harrison Plaza Manila

· RETAIL SALES COORDINATOR
· Understanding customer needs and achieve their satisfactions
· Reaching and meet the target quota per month
· Assisting and informing customer about upcoming trends and latest
· Performing product demo
· Maintaining good customer service relation
HYTECH INTEGRATED PRODUCTS, INC.





March 2004 to September 2004


Manila, Quezon City
· CUSTOMER SERVICE COORDINATOR 
· Updating daily service reports and Filling documents
· Handling customer inquiries and complains from time to time

· Attending and handling telephone calls
· Maintaining good customer service relation

· Handling customer complains about machines & all electronic devices

PHILIPPINE CHRISTIAN UNIVERSITY






August 2000 to October 2002
Taft Avenue, Malate, Manila

· STUDENT ASSISTANT (Scholar Student)

· Assisting all Athletic staff in all their office activities
· Typing letters & correspondence and as Librarian 
· Filling records in respective files 
· Doing all clerical work as required
· Maintaining good academic grades
