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CAREER OBJECTIVES:

Looking forward for an organization that offers a challenging, stimulating, learning environment to work and provide scope for individual and organizations development, which offer attractive prospects for long term development and career growth.
QUALIFICATIONS:

Highly self-motivated, strong interpersonal skills, can work under pressure accomplish task with minimum supervision. 
PROFESSIONAL EXPERIENCE:

Organization: Lintal Exhibition Décor & Carpentry - Al Quoz Industrial U.A.E.
Designation: Accounts cum secretary

Duration: February 2013 – November 2014
JOB DESCRIPTION
· Preparing Invoices.
· Preparing Purchase Order.
· Receiving queries.
· Preparing quotation.
· Holding Petty Cash.
· Follow up the payment over the phone and through emails.
· Informing clients if the cheque is ready to collect.
· Preparing cheques.
· Receiving cheques and issuing cheques.
· Handling payment vouchers and received vouchers.
· Making basic attendance and over time of all employee’s
· Receiving incoming calls.
· And other task by management
PROFESSIONAL EXPERIENCE:

Organization: Shams Al Maaarif General Trading –U. A. E.

Designation: Admin cum Receptionist 
Duration: March 06, 2012 – May 22, 2012

JOB DESCRIPTION
· Handling incoming and outgoing calls.

· Responsible for sending/accepting emails, fax and office documents.
· Organizing and storing paperwork, documents and computer based information.

· Searching a construction company and client by internet.

· Other task assign by management.

Organization: Al Qutbi Electrical –U. A. E.

Designation: Admin Receptionist cum secretary cum assistant account.

Duration: December 12, 2003 – March 01, 2012
JOB DESCRIPTION:

· Receiving all calls, received documents and all D.Os, L.P.Os. & Invoices.
· Handling incoming and outgoing faxes.

· Organize all files of D.Os, L.P.OS, & Invoices.
· Responsible to deposit all cheques to the bank.

· Responsible to prepare all cheques.

· Analyzing bank statement in the cash book.

· Other task assigned by the management.

Organization: Trabajo Pharmacy - Philippines
Designation: Medicine Dispenser
Duration: June 2001 – August 2002
JOB DESCRIPTION: 

· Carefully dispense medicine to the customer.

· Receiving Rx or prescription letter from the doctor.

· Explain the dosage and availability of medicine.
· Separate tablets, capsules and syrup.

· Arrange medicine to generic name and brand name.

Organization: Shoe Mart Department Store

Designation: Sales Clerk

Duration: November 1999 – March 2000

JOB DESCRIPTION:

· Assist customer with their inquiries.

· Inform the customer about the sale promotions going on.

· Advised the customer of availability of the items.
· In charge of monthly stock inventory.

· Follow up customer order.

EDUCATIONAL BACKGROUND:
Bachelor Science of Pharmacy

National University – Manila, Philippines

Birth Date: 


October 6, 1972

Place of Birth:

Philippines
Nationality:


Filipino

Marital Status:

Married

Religion:


Roman Catholic
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