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JOB PROFILE:
In Charge Secretary/Admin/Receptionist
Oct 2013- Present
Cashier/Receptionist
Aug 2011- Aug 2013
Executive Secretary/Receptionist
Jan 2005- Aug 2011
Office Clerk/Receptionist
Feb 2004- July 2004
WORK PERFORMED:
Company Preview: Ivy is a one stop destination for a wide variety of quality flowers. Ivy organized Wedding planners & Events organizer, Flower Arrangement, Cut flowers, Indoor Plants, Wholesale & accessories for all Occasions.
IVY FLOWERS LLC/Abu Dhabi
In Charge Secretary/Admin/Receptionist
· Performed Day to day general office management. 
· Carries out secretarial duties, receiving people coming into the office, answering queries, scheduling appointments. Answers and make telephone calls. Takes Down and passes messages and informing to direct concerned. 
· Receives sorts and distribute daily incoming & outgoing mail. 
· Maintain Time Sheet of Staff. Personally reporting to Managing Director. 
· Process Retail & Wholesale Branch of Sales invoice for daily transactions. Complete fixed asset summary of Sales Recording & Reporting. 
· Receiving the invoices from suppliers and making an entry in the system and forwarding to accounts. 
· Purchasing Recording & Reporting. Coordinate with purchase department for LPO. Preparing of transmittal documents. Providing copies of purchases ordered to Accounts department. 
· Prepares accurate vouchers, cheques, banking transactions of withdrawal/deposit/Collections. 
· Maintain database by entering new and updated customer account information. 
· Monitor Accounts record for Receivable and Payable to ensure that payments are timely. 
· Handling Petty Cash and preparing monthly expenses, purchases, stationary expenditure report. 
· Monthly Inventory Control and Recording. 
Company Preview: Alam Groups Abu Dhabi based retailer, wholesale, export-import trade. Alam operates large multi-store hypermarket & supermarket.
ALAM GROUP OF COMPANIES/Abu Dhabi
Cashier/Receptionist
· Cash Reconciliation make presence on the Reception area to attend the visitor’s enquiry. 
· Provide excellent customer service maintain the Daily accounts excel sheets. 
· Helping customer find specific items or answering questions about current sales or promotions. 
· Able to communicate in a clear manner and be able to hold a conversation with the public. 
· Trustworthy in terms of honest service and ensure all the money handle is accounted at the end of the shift. 
· Attend the Telephonic conversation with the clients and customers. 
· Comfortable and confident in all necessary functions and know different forms of payment. 
· Always accurate when dealing with money. 
Company Preview: Senate is the Upper House of the bicameral legislature of the Philippines. The Senate is composed of 24 Senators who are elected at large with the country as one district under plurality at large voting, Senators have 6 years Terms. Senate is the only body that can concur with treaties and can try impeachments cases.
SENATE OF THE PHILIPPINES
Executive Secretary/Receptionist
· Open, sort, and distribute incoming correspondence, including faxes and email. 
· Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan distribution. 
· File and retrieve corporate documents, records and reports. 
· Greetings visitors, offering them refreshments and directing them in a right person. 
· Answering queries, handling incoming and outgoing phone calls and taking messages. 
· Conduct research, compile data and prepares papers for consideration and presentation by executives and committees and board of directors. 
· Prepare agendas and make arrangements for committee, board and other meetings. 
· Performed proper accounting and recording in daily sales report summary for cash and charge sales. 
· Responsible in the preparation and issuance of charge invoice and official receipts to Guests. 
· Coordinated with the immediate superior regarding other tasks. 
Company Preview: Kodak event imaging solutions, imaging services that deliver lifetime memories. Kodak technology is to create innovative souvenir products to share & treasure.
KODAK PHILIPPINES
Office Clerk/Receptionist
· Assist customer inquiries pertaining to product use and claims. 
· Preparing photo services such as photo restoration, editing, and printing pictures from cellphone. 
· Attend to all telephone calls; render superb customer service orientation and pleasant responses to clients. 
SKILLS/ SUMMARY FUNCTION:
Performs a variety of Secretarial/Admin functions.
Proficient in operating PC & various office machines.
Systematic delivering the work load.
Independently working.
Commitment to excellent service.
ACADEMIC ATTAINMENT:
Tertiary at:
System Technology Institute
Computer Programming Technology
Dr. Santos Avenue Gatchalian Paranaque City 1998-2000
Secondary At:  Las Pinas High School
Las Pinas City Philippines 1994-1998
TRAININGS/SEMINARS:
· Call Center Training 
Newfield Staff Solutions July 2006 – Sept 2006 
· HACCP FOOD SAFETY SANITATION 
Executive Senator’s Lounge SENATE OF THE PHILIPPINES June 2005 
PERSONAL PROFILE:
Date of Born 07 January 1981
Religion is Roman Catholic
Nationality is Filipino
