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Objective: 

To obtain a position in a growth oriented and progressive company where I can render a quality service and enhance my skills and abilities to the fullest.
Personal Data:
Date of Birth
: 
September 23, 1975
Place of Birth
: 
Don Carlos, Bukidnon, Philippines
Civil Status
: 
Married

Sex
:
Female
Nationality
: 
Filipino

Religion 
: 
Roman Catholic

Visa Status
: 
Husband Visa
Academic Background: 
College
: 
Liceo De Cagayan University

Place 
: 
Cagayan De Oro City, Philippines
Special Skills:
· Knowledgeable in Office Equipment (Fax, Photo Copy, Computer etc.) 
· Proficient in Microsoft Office (Word, Excel)
Work Experience:
Company
:    AL - ABLE TRADING & CONTRACTING W.L.L (Doha- Qatar)
Position 
:    Receptionist 
Period
:    May 2014 – November 2014

Duties Responsibilities:

· Attending telephone calls and providing necessary information to the caller or transfer it to the concerned section of the office..

· Handling Customer, clients and visitors enquiries.

· Reading letters, mails and fax and forward to concerned dept.

· Scheduling and arranging meetings and appointments.

· Maintaining and updating appointment records.

· Performing the data entry work and maintaining office records properly.

· Monitoring the staff movements in and out of the office.

· Maintaining and keeping track of attendance and visitors registers.

· Dealing with incoming and outgoing postal package and couriers and forward the same to concern dept.

· Assisting accounts department as per their assignment.

· Copying of Tender Announcement daily in the morning and submitting to Secretary.

· Follow up of collections through telephone /fax/mails.
Company 
: 
PAN EMIRATES FURNITURE (Doha, Qatar)
Position 
: 
Sales / Cashier / Office Administration & Accounts Officer
Period 
:
April 2007 – April 2013

Duties and Responsibilities :

· Provide documents, daily sales reports and information to Main Office in awell-organized manner

· Initiate purchase requisitions and order office supplies and equipment

· Handles daily petty cash disbursement and keep track of the expenses of the Showroom
· Maintain weekly schedules for employees

· Train and supervise new  staff to promote high customer service standard
· Process client orders, invoices and payments and perform basic bookkeeping activities

· Record total transactions and calculate total payments received during a time period, and reconcile this with total sales
· Resolves customer complaints 

· Perform stock inventories 
Company
: 
LAND TRANSPORTATION OFFICE (Cebu-Philippines)
Position
: 
Data Encoder

Period
: 
June 2004 – May 2006
Duties and Responsibilities:

· Encode all personal data of clients taking Drivers License
· Compares data entered with source documents, re-enter or delete  data in case error is detected

· Verify accuracy of data to be entered

· Update all releasing Driver License for clients 
Company
: 
3M MICRO SCOTCH (Cagayan De Oro City-Philippines)
Position 
: 
Sales Representative
Period
:
September 1998 – March 2000
Duties and Responsibilities:

· Selects prospects in assigned territory with possible need of our product

· Establishes good client relationship by planning and organizing daily work schedule to call on existing or potential sales
· Services existing accounts to obtain orders
· Reply with customers query and direct them to proper  technical personnel
· Prepares quotation from customer inquiry

· Verify with stock availability from the warehouse

· Coordinate with the delivery of merchandise and see to it that it will be received by the client on time.
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