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About Me

Nationality: Filipino

Language:

English and Tagalog
Education:
College: 
Bachelor of Science in
Business Administration
Saint Paul University of the Philippines, Tuguegarao Cagayan
Graduate: Year  2001
TRAININGS ATTENDED:
1. Cooperative Performance Report
2. Automated Accounting for Cooperative

3. Cooperative Standard Chart of Accounts

4. Cooperative Management


	CAREER BOJECTIVE
· . Enthusiastic professional with proven ability to work in multiple functional Human resource domains, experienced in training, recruitment, sales and marketing and Public Relation
· To establish a career in a dynamic organization that will make use of my extensive work background in accounting department and likewise promote professional growth.
· To profound wider knowledge in terms of bank transactions and related to any accounting jobs.
· To boost confidence in believing to these substantial experiences and outstanding skills in bank system, customer service and handling accounting task would take another avenue in my career which all recognize more challenging opportunities to personal and professional growth.
· To accustom myself to work in a fast placed environment while juggling multiple task and producing accurate result towards colleagues in both Accounting and Support Staff Roles.
WORK EXPERIENCE
INVESTOR/MANAGER(MULTI TASKING)             November    2013-October2015 ABDULLA MOHAMMAD SALEM BLDG.CLEANING SERVICES

P.O.Box 185294,Dubai, UAE
Does all over work of the company, start in setting up the business, doing the PRO works, being an HR, secretary, sales coordinator, accountants, and as well as the driver of the company.
General Duties and Responsibilities 
· Welcome visitors and arrange for their comfort.

· Handling incoming customer call successfully, general inquiries, provides caller with information about the company.
· Promotes the company by giving flyers, sending emails to all companies, calling them to promote the company activities(does telemarketing)

· Schedule and attend meeting with the clients.

· Creates and Maintain clients contact files.

· Doing business correspondences, making invoices, delivery note and receipt vouchers.
· Substantiates applicant’s skills by administering and scoring test.
· Does planning, for the successful applicants, and maintain employee’s information.

· Maintain employee confidence and protects operation by keeping human resource information confidentially.

· Does budgeting, forecast cost.

· Recruitment, hiring and employee relations

· Managing a medium-size team( 6 people)

· Training and motivate team to ensure optimum performance

· Monitoring and reporting on activities, costs and  performance 
· Meeting customers to get their feedback and handling any problem of customers complain.
· Adopt and managing administrative activities involving purchase of equipment’s, maintenance of procurement, housekeeping safely and security of employees.
· Manage the company agreement.
· Planning and preparing monthly reports pertaining to finance required for maintaining office and facilities.

· Managing repair and maintenance and placement of office equipment’s like appliance’s, furniture, fixtures and vehicles.
· Handling back office operation, confidential mails, quotations, monthly billing and cheques.
· Read thoroughly all sales literature, prospectuses, and/or other offering documents, when available, before making any investment.

· Make certain that you understand the relationship not only between your investment objectives and the risks and returns on your particular investments but also between your particular investments and your investment objectives.

· Understand that neither our guidance nor the opinions of outside securities analysts should ever be interpreted as a guarantee of future performance or rate of return.

· To disclose and communicate to the market and competent authorities in any material taking place related to the company.

· Prepare cheques payment voucher, and make bank deposits.
· Prepared and maintained purchase orders

· Create and maintained monthly financial budget, trial balance, balance sheet, and income statement.
· Forcast monthly income, maintained Petty Cash Payments and accounts payable

· Provides and doing payroll based on their information by collecting time schedule and attendance.
· Process all documentation of the company including visa processing, labor contract.
·  Preparing the necessary documents to start up an Small Company.
· Schedule staff visa, medical, coordinating with other internal and external departments.

· Collect all appropriate documentation necessary for visa and permits required to be processed.

· Organized visa for holiday and business related travel and air tickets

· Responding for staff queries/visa/labor/passport related matters.

· Ensure all visa, medical and Labor permits are up to date and arrange timely renewal

· Assist in all general inquiries concerning labor and immigration matters.
EXECUTIVE SECRETARY/OFFICE ADMIN         June  2009- May 2013
DIDAS GENERAL TRADING LLC

GBT, Tecom Dubai UAE
Duties and Responsibilities :

Secretarial:
· Responsible for answering multi line calls professionally, politely directing the calls correctly and answer customers' queries, welcomes customers and visitors and directing them appropriately, distribute incoming mails and faxes.
· Compose, type and copy correspondence, reports, records and others
· Responsible for all incoming and outgoing calls, mails, make booking of hotels and air ticket for the employees and guest of the company.

· Responsible for arranging visa for the client to visit UAE,
·  Scheduling individual or group appointment meeting with the General Manager.
· Does renewing trade license of the company and filling for the renewal of visa of the partners and filling labor contract for the employees.

· Making business correspondence and send to respective clients.

· Does Bank transaction such as; deposit and withdraw money, filling for TTtransfer, salary transfer and other related works in the bank.
· Performs all secretarial and bookkeeping duties as needed

· Maintain orderly filling system.
· Responsible for paying monthly dues of the company
· Responsible for the real estate of the company, and ensure proper documentation filling.
· Does telemarketing for the available apartments for rent.

· Showing and assisting client to show the apartments for their satisfaction
· Maintaining account of the company

· Prepare cheques payment and for encashment

· Does documentation for the import and export of goods for the company,

· Maintaining and Handling Petty Cash

· Responsible in making and filling Letter of Credit.

· Updating the manager for all his appointments. 
· Ability to meet deadlines and achieve targets.
· Does other clerical work outside the company which is related to the company and keep all information confidential.
ACCOUNTANT CUM BOOKKEEPER           Feb. 2004-May 2009
UNIVERSITY BASED INTEGRATED COOPERATIVE

Cagayan Valley. Philippines
Duties and Responsibilities 
· Does a filling of documents

· Make monthly minutes of the meeting of the Board of Directors

· Received payments for loans and other obligations

· Classifies and count cash, balance total collections of the cashier
· Prepare reports and released loans to the member

· Responsible for all queries of the members, and hosting duties

· Updating database related to the timesheet, employees benefits and overtime

· Does office management preparing and tipping documents dealing with correspondence, email and fax

· Ensure proper filling and record keeping by accurately entering information in a timely manner consistent with company procedures.

· Record daily transaction of original receipt and check disbursements to the book of accounts
· Prepares monthly reports for board meeting, monthly Financial Statement, monthly bank reconciliation and prepare monthly Salaries and Wages

· Update the Book of Accounts
 OTHER SKILLS

· Bookkeeping, Cashiering, Accounting 
· Applications MS Outlook

· Knowledge in Tally

· Ability to Balance the accounts independently

· Expertise in Managing the needs of the client

· Ability to deal with people from all levels and can provide good judgment

· Efficiently handling and supervising call management process
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