Gulfjobseeker.com CV No: 1452978
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

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


Career Objective:

To occupy a respectable position in your company where I can contribute my skills to its profitability and stability at the same time acquire new knowledge and experience.



Qualification:

· Well versed in MS Office application, Excel and have knowledge in MS Access and Microsoft Office Outlook.
· Can communicate well and build strong business relations with foreign and local suppliers.

· Skilled in business writing and well experience in client and shipper communication.

· Expose with inventory monitoring, accounts reconciliation and fund control responsibility.

· Easily adapt with different working environment and can work well with multicultural team and under pressure.

· Willing to be trained and open with changes and improvements.

· Self-motivated and result oriented individual with positive attitude.

· Can communicate well in English both written and verbal.

· Have knowledge and understanding in Quick Book.


Work Experience:

Secretary/Office Administrative cum Accounts Assistant
The Best Cleaners Laundries

Al Quoz, Dubai UAE

August 18, 2013 – August 17, 2015 
Duties and Responsibilities

· Preparing invoices and LPO to be sent to suppliers 

· Answering client’s enquiry.
· Prepares and presents report to the management team

· Receiving and reconciling all invoices

· Doing the Statement of Accounts and to follow up clients with their billings

· Compile pertinent files and ensure that these are available when needed.

· Generating Daily Collection Report.

· Responsible for encoding & recording the deposit (cheque/cash).

· Received and Prepared the Invoices and Payment.

· Assist and Input the designated files in computers (account payable/receivables).

· Checking/Answering mails, Receives calls, inquiries, and faxes and relaying it to the concerned person.
· In-charge in the overall administrative works (photocopying, sending & receiving fax/emails, filing and records keeping)  Distributing Documents 

· Perform a routine accounting works such as receiving, verifying purchase transaction, daily sales reports, petty cash vouchers and any other documents related to accounting.
· Place an order for business diaries and requisitions of all office supplies

· Maintain and coordinate proper registration of incoming/outgoing documents

· Screening CV’s, make initial interviews and set interview for the selected candidates

· Making offer letters for the chosen candidates.

· Coordinating with the travel agents for booking of tickets.

· Making memo for the employee and relaying all employees concern to my Boss.

· Maintain attendance system of all the employees and at the end of the month Preparing summary of Employees Payroll.

Secretary/Office Administrative cum Accounts Assistant
A.S. Kabigting Development Corporation (Construction)
Manila, Philippines

June 2010 – May 2013

Duties and Responsibilities

· Answering phones/emails, taking messages and following up with customers.
· Organize meetings, arrange travel, manage records and monitor expenses.
· Traditional office duties, such as filing, copying, scanning, ordering supplies and overseeing supply reordering,
· Ensure that project contracts and bids are complete and filed on time. 

· Received and Prepared the Invoices and Payment.

· Compile pertinent files and ensure that these are available when needed.
· Making memo for the employee and relaying all employees concern to my Boss.
· Maintain attendance system of all the employees and at the end of the month Preparing summary of Employees Payroll.
Cashier

Savemore Supermarket

Manila, Philippines

December 2009 – April 2010

Duties and Responsibilities

· Count the money at the start of a shift and again at the end of the shift to make sure the amount is correct
· Assists customers by helping them through the different payment options accepted at the store and makes any necessary changes
· Help customers by assisting them in bagging their groceries, when baggers are absent.
· Assess the condition of the merchandise that the customer wants to return before determining the payment type employed and implement the procedures necessary for refunding the customer’s money.


Educational Qualification:

· Tertiary
:
Bachelor of Science in Accountancy





Far Eastern University





Manila, Philippines





2000 - 2002
· Secondary
:
Esteban Abada High School





Blumentritt St. Sampaloc Manila 





1996 - 2000

· Primary
:
Dr. Alejandro Albert Elementary School





Dapitan St. Samp., Manila





1990 - 1996



Personal Information:

· Status

:
Single

· Nationality
:
Filipino
· Languages
:
Tagalog and English

