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Personal Details
Age: 32 years old
Date of Birth: June 1, 1983
Place of Birth:
Dagupan City, Philippines
Civil Status: Single
Language known:
English, Tagalog
Visa Status: Employment Visa
EducationalBackground
Tertiary
University of Pangasinan
Bachelor of Science in
Accountancy
Major in Accounting (2000-2004)
Secondary
Dagupan City National High School (1997-2000)


PROFESSIONAL WORK EXPERIENCE SUMMARY
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Position: Administrative Assistant/PRO
Company: Alissar Flowers International FZE – Dubai, U.A.E. Period: December 2012 – up to present
Position: Secretary Cum Marketing Assistant
Company: Honda Prestige Trader’s Inc. – Manila, Philippines
Period: July 2006 – November 2012
Position: Credit & Collection Clerk
Company: Adlib International Sales Inc. - Manila, Philippines Period: April 2005 – May 2006
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DETAILS OF WORK EXPERIENCE
Position: Administrative Assistant/PRO
Period: December 2012 – up to present
Company: Alissar Flowers International FZE
Address: Dubai, U.A.E.
Duties and Responsibilities:
Administrative Assistant:
· Preparing Invoices which to be submitted to Hotel’s. 
· Prepares quotation as requested by the Manager’s. 
· Preparing  and  sending  Daily  Workshop  Indicators  to  Manager’s  and 
Managing Director on daily basis. 
· Ensuring that the delivery sheets are properly filled with correct details and signed by the clients to avoid any complications at the time of payment. 
· Managing the needs of Company Florist that are assigned to the Hotel’s. 
· Prepares summary of invoices to be send to Finance Controller in monthly basis. 
· Monitoring the movement of Inventory of all nonliving items. 
· Timely updating the company’s contract overview for the entire Hotel’s. 
· Updates and checking financial offer for all the Hotel clients. 
· Coordinating between departments and operating units in resolving day to day administrative and operational problems. 
· Engage in front desk and customer service operations. 
PRO:
· Responsible in processing visa of employees new and renewal. 
· Process License permits of the company. 
· Compiles and maintain records systematically of personnel details. 
· Arranging Medical and Employment for employees 
· To perform other related duties that superior may assigned from time to time. 
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Trainings and Seminars
Attended
Honda Prestige Traders Inc.
Customer Service Excellence
Program
Quezon City, Philippines
Positive Attitude
Quezon City, Philippines
Advance Customer Service
Quezon City, Philippines
Sales Fundamentals
Quezon City, Philippines

Position: Secretary Cum Marketing Assistant/Cash Custodian
Period: July 2006 – November 2012
Company: Honda Prestige Trader’s Inc.
Address: Manila, Philippines
Duties and Responsibilities:
Secretary Cum Marketing Assistant/Cash Custodian:
· Handles all documentation of all the customers who acquired loan and must ensure the completeness, accuracy, consistency of information and compliance of company guidelines and procedures prior to the submission to financing. 
· Establish and maintains a system of effective records management necessary to safe keep all the files and documents in the branch. 
· Handles Administrative tasks such as preparation of periodic reports, recording daily transaction and routine clerical works. 
· Petty cash fund custodian and responsible for replenishment of the same. 
· Handle daily inventory, receive motorcycle deliveries and branch supplies stocks. 
· Increase sales quota by providing excellent quality service to all customers. 
· Handling solely the marketing strategies by doing different techniques with the help of marketing tools. 
· Conduct promotions according to the activity calendar. 
· Receive monthly payments loan from the customers. 
· Prepares reports and deposit collection payments to the bank. 
Position: Credit & Collection Clerk
Period: April 2005 – May 2006
Company: Adlib International Sales Inc.
Address: Manila, Philippines
Duties and Responsibilities:
Credit & Collection Clerk:
· Responsible in monitoring all accounts receivables, follow up everyday collections. 
· Prepares invoices and billing statement of the client. 
· Prepares daily collection report. Posting payment on the system. 
· Screened and process checklist for the delivery items. 
· Keeps records of file such as contracts, PO’s and Invoices. 
· Prepares Salesman quotation and Salesman monthly commission. 
· To perform other related duties that superior may assign from time to time. 
Special skills and talents:
· Proficient in Computer applications (MS Word, MS Excel, Outlook and Internet) 
· Proficient in writing, reading and speaking English. 
· Excellent in customer service. 
· Highly analytical and multi-tasking skills. 
· Can work under pressure, independently and as a team. 
