	


WORK EXPIRIENCE
MIDDLE EAST CONTAINER REPAIR COMPANY
Jebel Ali Free Zone (JAFZA)
Logistics Company




UAE
Nov 28, 2012 – Dec 13, 2015



Position: Billing Clerk 
· Collect, count, and disburse money
· Recording and updating account databases

· Report to management regarding the finances

· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints.

· Compile, copy, sort, and file records of office activities, business transactions, and other activities
· All other functions as instruct by manager

Smart Store





Tarlac City
Luisita Mall





Philippines
June 15, 2011 – September 20, 2012


Position: Sales Executive
· Welcomes customers by greeting them; offering them assistance.

· Directs customers by escorting them to racks and counters; suggesting items.

· Advises customers by providing information on products.

· Helps customer make selections by building customer confidence; offering suggestions and opinions.

· Documents sale by creating or updating customer profile records.

· Processes payments by totaling purchases; processing checks, cash, and store or other credit cards.

· Keeps clientele informed by notifying them of preferred customer sales and future merchandise of potential interest.

· Contributes to team effort by accomplishing related results as needed.

TAISEI CORPORATION MIDDLE EAST            
Qatar
General Contractor 




Position: Site Secretary 
April 21, 2010 - April 20, 2011                 

Project: New Doha International Airport    

 
· Provide general administrative, secretarial, and clerical support
· Serve as property custodian of office system such office supplies and procurement of the same
· Telephone Operator, Fax Operator and Internet Operator and circulation of documents
· Serves as coordinator from site office to head office on all site office transactions

AUTOCLEAR ASIA CORPORATION


Concepcion 

Industrial Company




Philippines

Jull 22, 2009 – February 6, 2010


Position: Warehouse / Store Keeper

· Receives and inspect all incoming materials with purchase orders
· Process and distributes documentation with purchase orders; reports, documents and tracks damages and discrepancies on orders received
· Prepare requested orders and maintain records of deliveries
· Maintains the warehouse, records area in a neat and orderly manner
· Answer questions regarding procedures and resolves discrepancies regarding receipts and deliveries
SKILLS

· Knowledge in Quick book, Depot System and Sage Pastel Evolution software

· Microsoft Office, Internet Troubleshooting, Networking

· Dependable and can work with minimum supervision
EDUCATIONAL ATTAINMENT
· Emirates Autocad
BASIC AUTOCAD
· Micro Cadd 
AUTOCAD 2011 
· Dominican College of Tarlac

HOTEL AND RESTAURANT MANAGEMENT
· Tarlac State University

BS SCIENCE AND COMPUTER MANAGEMENT
PERSONAL INFORMATION

Date of Birth:
May 03, 1988
Nationality:
Filipino

Civil Status:
Single
Passport No:
XX3981771   
Visa Status:
Employment                                                          
Hobbies and Interest

Sports:

Basketball, Swimming
Music:

Alternative, RnB and Rock

Movies:
Suspense Thriller, Science Fiction, Documentary

First Name of Application CV No: 1668780
Whatsapp Mobile: +971504753686 
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