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Musni
Musni.29769@2freemail.com 
OBJECTIVE:

To work on a reputable company to offer my services, contributing to the company’s success. To be able to utilize my knowledge and skills acquired from previous work experiences. To develop potential talents and abilities to improve self-growth while contributing to the company’s productivity 
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EMPLOYMENT RECORD:

DATA ENTRY CLERK

INVENTORY DEPARTMENT

SPORTLAND FZCO

DUBAI, U.A.E.

February 2013 to Present

Answering incoming and outgoing call

Prepare, compile and sort document for data entry

Check source documents for accuracy 

Verify data and correct data where necessary 

Report to the department head about incomplete documents

Obtain further information for incomplete documents

Check completed work for accuracy

Print information when required 

Generating product master 

Updating POS with updated data

Downloading daily sales data from POS processing 

Printing barcode sticker

Maintain logbook or records of activities and task 

Company: Crown Record Management Dubai U.A.E

March 2011 up to November 2012 

Position: Warehouse RM CREW
Prepares orders by processing requests and supply orders; pulling materials; packing boxes; placing orders in delivery area.

Completes deliveries by driving truck or van to and from vendors.

Maintains truck or van by completing preventive maintenance requirements; arranging for repairs.

Maintains inventory controls by collecting stock location orders and printing requests.

Maintains quality service by following organization standards.

Maintains safe and clean work environment by keeping shelves, pallet area, and workstations neat; maintaining clean shipping supply area; complying with procedures, rules, and regulations.

Completes reports by entering required information.

Maintains technical knowledge by attending educational workshops; reviewing publications.

Contributes to team effort by accomplishing related results as needed.

COMPANY Green star electrical installation DUBAI UAE
MARCH 2009 UP TO NOVENBER 2010

POSITION; ASSISTANT STORE KEEPER

DUTIES AND RESPONSIBILITIES

 Receives and inspects all incoming materials and reconciles with purchase orders; processes and distributes documentation with purchase orders; reports, documents and tracks damages and discrepancies on orders received
Receives, stores, tags and tracks surplus property; prepares property lists for items to be sold at auction.
 Fills supply requisitions; assists buyer to order adequate merchandise and supplies; delivers orders to faculty and staff.
 Ships canceled and damaged items back to vendors as appropriate.
 Handles and documents storage and transportation of hazardous materials.
May serve as a lead worker to other classified staff in the area

Educational Qualifications 

Electrician (Vocational) – 1990 – 1992

San Fernando Tech, City of San Fernando, Pampanga, Philippines 

Personal Details

Age 
:
39 Years old

Status
:
Single

Birth Date
:
October 6, 1975

Height
:
5’8

Citizenship 
:
Filipino

Driving License
:
For Processed

Visa Status
:           Employment Visa Jebel Ali free Zone 


Dear Sir/Madam:

Warm Greetings!

With high respect to your prestigious company and with the earnest desire to be connected to it, I would like to apply for any available position in your company which will suits on my qualification.

I am seeking for a challenging position where I can enhance and explore my skills that will impact company's development, as well as my professional career. I can effectively and efficiently execute all works pertaining to the job, execute duties independently and work with full confidence under pressure, ability to learn fast and adapt changes in the new environment.

For more particulars regarding my qualification and personal background,  I enclosed herewith my curriculum vitae for your perusal.

Thank you very much in advance for your time and consideration.  Should  my qualifications meet your requirements,  I am very much willing to come for an interview at your most convenient time.



