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Looking for a position where I can utilize my skills and experience for the benefit of the institution and in return, attain personal and professional growth

PROFESSIONAL EXPERIENCE
OFFICE ASSISTANT
MIDDLE EAST SPECIALIZED CABLE, SAUDI ARABIA
Production Department

February 2012 – March 2016
· answer phones and transfer to the appropriate staff 

· greet public and clients and direct them to the correct staff member

· coordinate messenger and courier service

· monitor incoming emails and answer or forward as required

· prepare outgoing mail for distribution

· fax, scan and copy documents

· maintain office filing and storage systems

· update and maintain databases such as mailing lists, contact lists and client information.
· type documents, reports and correspondence

· monitor and maintain office supplies

· ensure office equipment is properly maintained and serviced

· perform work related errands as requested such as going to the post office and bank

· keep office area clean and tidy
WAREHOUSEMAN/MACHINE OPERATOR/MAINTENANCE
HANYOUNGSA, SEOUL KOREA

PRODUCTION DEPARTMENT

December 2004 – December 2010
         .     Received, moving storing incoming goods.
· Arrange all product in proper storage, packing and labeling before dispatched.
· Check and file delivery receipt, labeling goods that have arrived at the warehouse. 


Date of Birth: 
October 11, 1971
Citizenship: 
Filipino

                                             Civil Status: 
Married
Language: 
English, Filipino
To contact this candidate click this link submit request with CV No
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SKILLS AND QUALIFICATIONS





An organized approach and excellent time management skills.


Good communication skills.


The ability to work well as part of a team.


Computer literacy and good keyboard skills.


A good level of English spelling and grammar.


Good numeracy skills.


Accuracy and attention to detail





. 





EDUCATION BACKGROUND


�





     BACHELOR IN BANKING AND FINANCE 


POLYTECHNIC UNIVERSITY OF THE PHILIPPINES


JUNE 1988 – OCTOBER 1992











