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	CAREER SUMMARY



Reliable, well-organized, result-oriented individual eager to bring strong administrative skills to a growing company in need of top level support, excellent organization, communication and relationship-building skills . Track record for meeting timelines and exceeding expectations
	CORE QUALIFICATION


· Well versed in computer applications such as SAP, ORACLE, ORION & MS OFFICE
· Strong Interpersonal and relationship skills

· Productive Time Management skills

· Multi-line phone expert     

· Decision making skills

· Detailed- oriented

· Client focused

· Quick learner
· Strong verbal and listening skills
	CAREER HIGHLIGHTS


RECEPTIONIST/ADMIN ASSISTANT (December 2015 – January 2016) (Temporary) Al Dobowi Group, Jebel Ali Free Zone Authority (JAFZA), Dubai, UAE 

· Handled Petty Cash Fund and ensure its availability

· Issued Local Purchase Order (LPO)  to travel agency and to different suppliers
· Ensured the smooth functions of day to day business activities and assist the CEO, Administration Manager, General Manager and to all staffs.
· Performed data entry and general administrative duties including typing of correspondence, scanning and faxing
· Managed databases, coordinated and administered the distribution of all incoming and outgoing documentation and paperwork to ensure controlled delivery to persons responsible.

· Coordinated incoming mails between departments and other staffs.
· Monitored, controlled and ordered office stationeries.

· Answered, screened incoming calls and direct it to the concerned departments 
· Arranged and scheduled appointments and guided the visitors to the specific conference room
STORE IN-CHARGE/ACCOUNTS ASSISTANT (November 2011–September 2015) Krispy Kreme Doughnuts & Coffee, Kuwait FoodCompany (Americana), Sharjah, UAE 
· Able to reach 100% sales targets consistently and has increased the profit.
· Analyzed Profit & loss statement and prepared monthly fact sheet and other reports
· Performed data entry and checked the variances of invoices
· Responsible for overseeing the daily work of subordinate employees ensuring that customers have pleasant shopping experience and completing many other duties necessary to run the store in an effective and efficient manner

· Responsible for maintaining operational standards, customer service levels, driving sales, budgeting and controlling labor, visual standards, staff development, and inventory control

· Managed Petty Cash Fund , cost controls, budget, schedule,  and monitors labor 
· Communicated objectives and results, follow-up to directives, delegate tasks, implement policy and procedures, and provide superior service.
· Prepared and verified daily reports, daily income/sales and daily journal entries, daily deposits of sales and reconciling of receipts and invoices.
SECRETARY/RECEPTIONIST (May ‘08 - June ‘11) Motor Trade Nationwide Corp., Cebu City, Philippines                 
· Handles petty cash fund and other cash related of the company and replenished it according to the company standards
· Prepared minutes of meeting.
· Operated company telephone switchboard ensuring accuracy, courtesy and efficiency in dealing with calls and taking messages. 
· Managed receipt, distribution and dispatch of incoming and outgoing courier documents or packages to and from the company.
· Performed general administrative duties which includes typing and preparation of correspondence
· Organized, sorted and filed paper works, documents and soft data files
· Answered, screened and forwarded incoming calls and perform other duties as assigned
· Arranged appointments, implementing new procedures and administrative systems
· Prepared quotations and updates the ledger of its clients

	EDUCATIONAL BACKGROUND


· UNIVERSITY OF THE VISAYAS (School Year 2004 – 2008) Cebu City, Philippines
Bachelor of Science in Business Administration major in Management Accounting
