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CAREER OBJECTIVE: Make use of my professional and technical skills for achieving the target and developing the best performance in the esteemed organization. I would like to implement my innovative ideas, skills and creativity for accomplishing projects.

SUMMARY OF EXPERIENCES

ARCHIVE CLERK
Al Thameer Advertising & Publishing – Ajman, U.A.E
(Dec. 2013 – Dec. 18, 2015)
· Process invoices, DO/delivery order and LPO/local purchase order for the customer or supplier. 
· Sending statement for the customer. 
· Registered the incoming orders. 
· Sending quotation after receiving inquiry from customer. 
· Follow up the customer after sending the quotation or artwork. 
· Follow up the payment of customer 
· Checking the spelling before sending the art work to customer. 
· Checking mails and replies the customer’s inquiry. 
· Handles and screen incoming telephone calls and transfer them to the respected lines. 
· Responsible in entertaining incoming customer in the office. 
· Responsible for receiving, circulating and recording all incoming and outgoing faxes, emails and hand deliveries. 
· Responsible in making letters such as quotation, inquiry, memo, request, report, etc. 
· Communicating with the different customer. 
· Make order the materials printing. 
· Make sure the materials are delivered to the concerned person. 
· Organizing and keeping well-organized files and ensure confidential information and documents are handled with complete discretion. 
· Filing documents such as quotations, license copy, received fax, contract and letters. 
· Receives and registers provided document. 
· Ensures proper document classification, sorting, filing and proper archiving. 
· Ensuring sequential numbering system in each and every outgoing correspondence. 
· Review/Check completeness of documentation. 
· Keeps the office organized. 
SECRETARY / RECEPTIONIST
DPS INTERNATIONAL LLC – Al Hamriyah, Dubai, U.A.E
(Feb. 2007 – Nov. 2011)
· Responsible in making letter for departure and arrival of the vessel. 
· Responsible for receiving circulating and recording all incoming and outgoing faxes. 
· Handles and screen incoming telephone calls and transfer them to the respected lines. 
· Scanning and photocopying of documents as per instruction. 
· Filing documents such as received fax and email letters to their respective job number. 
· Classifies, sorts, files and retrieve correspondence, records and other documents as requested. 
· Organizing and keeping well-organized files and ensure confidential information and documents are handled with complete discretion. 
· Maintains and ensure proper filing system. 
· Ensures proper document classification, sorting, filing and proper archiving. 
· Review/Check completeness of documentation. 

SECRETARY

National Bureau of Investigation – Davao City, Philippines (Jan. 2006 – Dec. 2006)
· Registered all the name of applicant for making drug test. 
· Take urine sample from applicant. 
· Ensure proper documents classification, sorting, filing and proper archiving. 
· Handles and screen incoming telephone calls and transfer them to the respected lines. 
· Organizing and keeping well-organized files and ensure confidential information and documents are handled with complete discretion. 
· Receives and registers provided document. 
· Filing documents such as received fax and email letters to their respective job number. 

PERSONAL SKILLS
· Knowledge in computer software such as MS Office, MS Excels. 
· Can work under pressure and with minimum supervision. 
· Excellent interpersonal skill. 
· Dealing with customers to enlighten their outstanding. 
· Good communication skills and leadership quality. 
· Responsible, Honest, and hardworking. 

INTEREST/HOBBIES
· Fashion, Movies, Music and travelling 

EDUCATIONAL ATTAINMENT
2001 - 2005   University of Mindanao (Bachelor of Science Major Banking & Finance)

PERSONAL INFORMATION
Birthdate
: 22 May 1983
Civil status   : Single
Citizenship
: Filipino
Religion
: Christian
