POSITION APPLYING FOR: 










Any position available
WORK EXPERIENCE:










Jan. 2016 – Present
Accounting Secretary

Beer Mug, Inc.
Company Profile: MJ Eastern is one of the 12 companies of Ms. MA. THERESA SHIELA ANGELADA - BONOAN which engage in all San Miguel Products such as beer and our liquor for delivery.

OCT.2015 NOV. 2016
Customer Service Representative




Sales Rain Plaza (MORNING SHIFT)



Philippines

Company profile:   Sales Rain Plaza is a BPO company which engage in online shopping for all Filipino leaving in USA Main land, Canada and Hawaii. (It is like Lazada)

Calling all prospective client in Main land, Canada and Hawaii offering our products and other services.

Nov. 2014 - May 2015
Secretary / Clerk



Adfinity Graphic Corp.




City

Company profile: Adfinity Graphic Corp. is a family corporation which offers all kinds in printing services (signage, tarpaulin, billboard, etc) and online advertising.

2002 -  2008

Office Secretary / Clerk




Horizon Global Int’l. Personnel & Training Consultancy, Inc.
(formerly Horizon Pacific & Training Consultancy, a training center for CAREGIVERS)



4th Flr. AB Sandoval Bldg. Shaw Blvd. corner Oranbo Drive




Pasig City, Philippines



Company Profile: HGIPTCI is a private company that produce man power request from abroad. It is a land base recruitment agency in the Philippines, most of the clients are from Qatar and United Kingdom. Its deploy: Professional, Skilled worker, hotel & restaurant worker for Doha Qatar and Caregivers / Student Work Visa in the UK.
2001 – 2002

Dental Assistant/Secretary



Begino-Yap Dental Clinic




Philippines

DUTIES AND RESPONSIBILITIES:

SECRETARY





As Office Secretary

· Welcomes visitors and callers, attend to their inquiries, and direct them to the appropriate persons according to their needs.

· Answers telephones and give information to callers, take messages, or transfer calls to appropriate individuals.

· Operates office equipment such as fax machines, copiers, and phone systems, projector, and use computers for spreadsheet, word processing, and other applications.
· Primarily responsible for the maintenance of office equipments, making sure that they cleaned regularly and recommend to the administrative officer, the maintenance needs of each equipment.

· See to it that all equipments are in proper places and functioning properly.

· Maintaining the cleanliness of the office at all time.
· Assists all company officers with correspondence, calls and other tasks that might be done to free them as much as possible with trivial matters so they will be able to deal on more important duties.
· Maintain and keep files in an orderly manner, making sure that confidential files are accessed only by authorized persons.
· Arrange meetings, appointment for officers, flight bookings, and travel reservations for officers.
· Act as Custodian of all Office Supplies, issues and orders supplies as needed.  Maintain a sort of ledger record for all supplies, detailing receipts and issuances.
· Receives, opens, date and sort all incoming mails.  Making sure that important mails forwarded to persons concerned.
As Accounting Secretary

· Preparing daily Sales Journal, Receipt and Statement of Accounts.

· Doing staff payroll.

· Handles Office Petty Cash Fund, making sure that only allowable business expenses are disbursed, that they are supported with receipts and that the fund be replenished on time.

· Acting Cashier and Accounting Secretary.
· Primarily responsible for all office forms, keeping an updated record of each. Issue and order forms as needed.  Keep records of forms, making sure that forms such as Official Receipts and Disbursement Forms be issued only to Authorized Persons.
· Preparing check voucher for signature.
· Responsible for releasing checks, coordinate with accounting making sure that checks are funded before release to avoid unnecessary bank charges and maintain company payment credibility.
· Perform other tasks that maybe assigned by immediate superior and other officers from time to time.

As Recruitment Secretary:

· Responsible to all incoming applicants, making sure that all applicants are inputed in the data list of applicants spread sheet.

· Prepares hotel booking of the prospect client that are schedule to conduct a personal interviews in the manila office.

· Arranging schedules of the applicants for telephone interview or online interview for those applicants that are in province.

· Collecting all the necessary documents needed for the processing of visa (passport, medical, NBI, diplomas, cert., etc.).

· Making a control list of applicants per clients, for easy monitoring.

· Maintaining all confidential communication between the company and the client, agreements (as per POEA requirements), job orders, company / clients information.

· Coordinating with the clients for the job orders needed for their project.

· Sorting resumes and evaluating applicant qualification, according to the clients manpower request.

· Calls applicants for their availability, before sending the resume to the prospect client.

· Giving to the clients the best applicants according to their needs.

· Requesting for the employment offer / employment contract to the client for their selected candidates.

·  Processing of Medical for visa clearance,  requesting visa clearance in the embassy, arranging flight booking

· Preparing the Overseas Employment Certificate (OEC) of the applicants using the E-Submission program (Electronic Submission) prepare by the POEA.

· Informing the client for the possible departure and arrival of the applicants.

·  Checking all the necessary documents of the applicants before turn over it to the applicants, day before the departure.

· Accommodating the applicants in the airport if necessary. 

· Posting new job orders in the internet using 
HOBBIES / INTERESTS:










· Internet Surfing

· Reading books

· Cross stitching

EDUCATIONAL BACKGROUND:








1999 – 2001

Computer System Design & Programming (CSDP)




AMA Computer Learning Center (AMA CLC)




 Philippines

PERSONAL INFO:










Birth date:

July 25, 1982

Birth place:

Calamba, Laguna, Philippines
Nationality:

Filipino

Marital Status:

Married with 3 kids
Religion:

Christian

Height:


5’3”
First Name of Application CV No: 1655316
Whatsapp Mobile: +971504753686 
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