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ABOUT ME:
Date of Birth:

March 19, 1978
Marital status:

Married
Visa Status : 

Visit Visa 
Passport Number : 

EC3113742
Nationality: 

Filipino

Languages:

English (Excellent)
Tagalog (Mother Tongue)

	GOAL
To seek a challenging career that will fully utilize my skills and my areas of competence. To search for an organization which will give me a chance to be part of a team that contributes toward the growth of the entity, thereby yielding the benefits of job satisfaction and professional growth.
CAREER HISTORY
Secretary / Receptionist                                              
Rose Mine General Trading Co. L.L.C., Dubai, U.A.E.
(May 2007 - August 2015)

KEY RESPONSIBILITIES
· Assisting the general manager with the daily routines in the office.
· Handling of the reception area and screening of telephone calls and record the messages.

· Accommodating and entertaining the needs of the walk in clients.

· Controlling and safety keeping of the petty cash.

· Coordinating with the suppliers regarding orders and deliveries.

· Preparing sales invoices, packing list, quotation for required items, sending fax of enquiry and confirmation to suppliers.

· Well versed and well trained with import formalities, customs requirements, re-export and follow up for customs duty refund.

· Interacting with shipping lines and freight forwarders by providing the needed information to process the shipments promptly.
· Clearing of cargo from Dubai Customs (holder of Customs ID).
· Preparing the staff salary and sending it through WPS.
· Encoding the daily journal entries in Peach Tree system.

· Doing administrative works like license renewals and paying utility bills.
· Maintaining of supplier and customer accounts and preparing the income and expenditure statements.

· Applying for the Certificate of Origin with regards to exporting cargo.

· Updating all documents relating to bank documents such as passport with visa page of the shareholders, trade license and Chamber of Commerce certificate.
· Maintaining bank balances of each company bank account, monitoring postdated cheques, authorized to process telegraphic transfer (TT), requesting bank statements, and personally speaking with the bank managers if ever there are problems with the transaction of the TT’s.
· Arranging meetings with the supplier to close the deals and requesting for discounts.

Administrative Assistant                                             

Exquisite Sweets Industry L.L.C. (OSS Group Corp.)  Dubai, U.A.E.
(July 2006 - April 2007)

KEY RESPONSIBILITIES
· Assisting the general manager with the daily office routines.
· Attending telephone calls and maintaining good relations with the customers.
· Doing clerical works such as filing office documents and formulating business correspondences.
· Controlling inventories and in-charge of the store.
· Preparing of purchase orders.
· Handling and maintaining the ledger of the consigned goods.
· Handling and safety keeping of petty cash.
Senior Sales Associate                                         

E style Shops, Incorporated, Mandaluyong City, PHILIPPINES

(April 2002-  January 2006)

KEY RESPONSIBILITIES
· Initiating, facilitating and encoding data in Quick Books program.
· Serving the customers efficiently and effectively with outmost accuracy.
· In-charge of the monthly inventory count.
· Monitoring the customer’s demands and needs by seeing to it that demands and requests have been met satisfactorily.
· Processing permits, licenses and other legal documents.
· Doing clerical works such as filing office documents and formulating business correspondence.
· In charge with the consignment of goods to other stores.
· Controlling purchase orders.
· Handling and maintaining the leger of the consigned goods.
· Handling of petty cash.
Cashier                                         
SM Mart Incorporated, Makati City, PHILIPPINES
(October 2001-  March 2002)

KEY RESPONSIBILITIES
· Assisting the customers and handling of their requests.
· Performing cashier tasks such as billing and accepting payments thru cards and cash.
·  Assessing the visual aspect of the store and make some redecoration every season.
· Monitoring the daily sales account of the store.  
· Responsible for the checking of the store’s inventories. 
·  Reporting directly to the manager about the daily activities of the store.
Data Entry Officer                                         

Asian Encoding Company Incorporated, Makati City, PHILIPPINES
(May 1999-  January 2001)

KEY RESPONSIBILITIES
· Encoding data efficiently and accurately in the system.
· Verifying the quality and completeness of the encoded data.
· Seeing to it that the deadlines are met and tasks are finished before due dates.
TECHNICAL AND OTHER SKILLS
· Stenography ( Short-hand Writing)
· Designing Jewelries
· Accounting system ( Quick Books and Peach Tree)
· MS Office  (Word, Excel, Outlook)
Positive Qualities:

· Leadership Abilities
· Team Oriented

· Flexibility

· Efficiency

· Professional & Highly motivated

· Customer Service Driven

· Friendly & Outgoing 
EDUCATIONAL BACKGROUND
Professional Degree
· Bachelor Of Science in  Secretarial Administration – University of Makati – Makati City, Philippines  (1999)
Secondary Education
· Roosevelt College –  Cainta, Rizal, Philippines (1994)

REFERENCES CAN BE FURNISHED UPON REQUEST.
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