[image: image1.jpg]Hefing yo tosearch st b & talent since 20021

XGulfjobseeker.com






CV NO: 1526250
Visa Type: Employment Visa
WORK EXPERIENCE
Bayt Almasharia Contracting and General Maintenance (Accounting Department)
Abu Dhabi, United Arab Emirates Accountant
January 2015 – present
· Record the company’s financial activities 
· Process purchase orders and invoices 
· Handle filing system of purchase orders and invoices 
· Process payroll 
· Prepare documents for overseas recruitment 
· Review job applicants' CVs and conduct phone interviews 
· Create, adjust and administer processes such as document coding and petty cash recording systems to ensure smooth operations 
· Prepare business letters and communicate with suppliers and clients 
· Prepare and modify presentations for meetings and spreadsheets for recording and reporting 
· Proofread documents and letters 
· Edit pictures and articles for the General Manager's book 
Ipsos Philippines (Ipsos Retail Performance Department)
Pasig City, Philippines
Validation Analyst
June 2012 – August 2014
Ipsos Retail Performance Department is a team that validates footfall data coming from sensors mounted on all clients' shops around the world to help monitor the performance of the shops.
Responsibilities:
· Guaranteed all footfall data coming from all clients' sensors were verified daily 
· Investigated footfall data abnormalities through researching of relative events, checking of historical charts or phone communication with involved retail stops 
· Analyzed and resolved product failures 
· Participated in monthly meetings 
· Handled telephone and email enquiries 
· Administered clients' calendar 
Chevron Philippines Inc. (Philippine Provincial Retail Department)
Makati City, Philippines
Intern
July - October 2011
Philippines Provincial Retail Department is the team that handles all Caltex gas stations located in all the provinces of the Philippines.
Responsibilities:
· Collated data and information from all nine regional areas handled by the team 
· Monitored the inventory of merchandises for promotional activities 
· Monitored products’ prices 
· Reconciled retailers’ monthly tax requirements with actual tax paid 
· Participated in planning of local site marketing activity 
· Participated in events planning 
· Performed a market research to identify the market share of Chevron’s postpaid card 
· Performed on-site tests to several stations to check if rules are implemented 
· Created tables and presentations used during meetings 
· Managed clients’ documents and database of all gasoline stations 
· Handled telephone and email enquiries 
· Kept client informed of company events 
· Acted as a mystery motorist and observed gas stations’ implementation of the company’s rules and regulations 
EDUCATIONAL BACKGROUND
Bachelor of Science in Business Administration
Mapua Institute of Technology
Makati City, Philippines
A.Y. 2008 – 2011
Silver Medalist, Mapua Institute of Technology – Makati
148th Commencement Exercises, October 2011
Dean’s Lister, Mapua Institute of Technology – Makati
1st term A.Y. 2010 – 2011
Academic Scholarship, Mapua Institute of Technology – Makati
1st term A.Y. 2010 – 2011
3rd term A.Y. 2009 – 2010
Bachelor of Science in Information Technology
Saint Louis University
Baguio City, Philippines
A.Y. 2005 – 2007
Dean’s Lister, Saint Louis University – Baguio City
2nd semester A.Y 2006 – 2007
1st semester A.Y 2006 – 2007
2nd semester A.Y 2005 – 2006
Secondary Education
Holy Rosary College
Sta. Rosa City, Laguna
A.Y. 2000 – 2004
TRAININGS AND SEMINARS
Participated in Events Management Training
BusinessCoach Inc.
Unit 201 Richbelt Tower, 17 Annapolis St., Greenhills, San Juan City, Philippines April 2013
Completed a Feasibility Study on a Beachfront Retirement Community for British Nationals
Mapua Institute of Technology
333 Gil Puyat Avenue, Makati City, Philippines October 2010 – June 2011
Participated in Mapua Business Week 2010 (Operated a small business)
Mapua Institute of Technology
333 Gil Puyat Avenue, Makati City, Philippines December 2010
Performed a Focus Group Discussions for Hershey’s Products
Market Research Class, Mapua Institute of Technology 333 Gil Puyat Avenue, Makati City, Philippines
4th term, A.Y. 2009 – 2010
Participated in English Language Training
SpeechPower
Gil Puyat Avenue, Makati City, Philippines
November 2007
SKILLS
Marketing Management
Sales Management
MS Office proficient
Basic knowledge of SAP
Basic knowledge of Adobe Photoshop CS6
PERSONAL PARTICULARS
Date of Birth: July 27, 1987
Nationality: Filipino
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