                          CURRICULUM VITAE         


CAREER OBJECTIVE:  To be a part of dynamic organization that believes towards the betterment of all
                                                aspects and to develop a strong multi-tasking abilities and professional attitude.
PROFESSIONAL QUALIFICATION, TECHNICAL SKILLS & SPECIAL ABILITIES
· Graduate of Bachelor of Science in Business Administration
· Almost 5 Five Years Working Experiences in Dubai with various companies such as

                                Retail, Real Estate and General Trading
 As Receptionist, Admin./Operation Asst., Secretary, Sales Coordinator, Accts Asst.
· Proficiency in Microsoft Office, Microsoft Outlook, POS Point of Sales Operating System, Oracle
· Efficient, goal oriented and very committed.
· Ability to deal with multiple responsibilities and to meet required deadlines.
· Willingness to continuously learn to assign task.
· Professional and a team player in multi-cultural environment.
WORK EXPERIENCES:
Garments & Accessories Trdg. LLC.
              Secretary/Admin Asst/ Receptionist
Brands: Baldessarini (German High End Mens’s Garments)
              September 2011 – May 2016
              Prima Art (Jewelleries & Gold Frames)



· Performs diverse secretarial duties directly to the Managing Directors and Operations Managers like arranging correspondence, keeping and proper filing of the confidential files, and setting their daily appointment, meetings to updates their calendar.
· Provides reception services by assisting politely all incoming guests and ensuring all telephone calls well attended and filtered professionally before transferring to the concern.
· Maintain daily log book for in and out of, mails, faxes, courier deliveries upon receiving and sorting for distribution to concerns departments.
· Assistance of  administrative activities related to recruitment and hiring for sales staff like co-ordinate and receive/pre joining conditions, visa and work permit arrangements
· Monitoring and forwarding of incoming general e-mails to the concerns member of staff.
· Update and maintaining Data Base of company contact lists
· Well organize and keeping the proper filing of Administrative Documents and maintain confidentiality of all personnel files from Hard Copy to Data base.
· Handle the petty cash replenishment and prepare summary according with attached receipts to request the reimbursement in Finance Dept.

· Ordering and supervise the inventory of office supplies such as stationery, pantry and office equipment to ensure the basic supplies are always available.
· Assists the Finance Dept by maintaining the monitoring list for utilities bills DEWA, DU (telephone & internet and Palm Utilities (A/C & Chiller) including all point of sales.
· Daily preparation of Summary of Total Daily Sales Report according from each point of sales and submitted to directors.
· Supervise the orderliness & cleanliness of the office.

REAL ESTATE BROKERS
         Receptionist/ Secretary/Sales Coordinator

                                                                                              June 02, 2007 to Feb. 17, 2010
· Provides reception services by assisting incoming clients and guest and ensuring all incoming calls are well attended, filtered professionally before transferring to the concern.
· Maintain the Daily Incoming calls logbook to monitor the client's inquiries to ensure smooth coordination with Property Sales Consultants.
· Performs diverse secretarial duties directly to the Managing Directors like arranging correspondence, keeping and proper filing of the confidential files, updates and setting his daily appointments.
· Coordinating and assisting the requirement all Property Consultants like arranging their sales documents, brochures, arranging meeting with their prospect clients
· Handle and review the preparation of Tenancy Contract, Schedule of Terms of Payments and other required documents for clients.
· Assists the Finance Dept. by handling the petty cash reports for replenishment and  cheques dispatching with suppliers
· Receiving and sorting the invoices, mails, and courier parcel for dispatching to concern departments with logbook for monitoring purposes.
· Updates of Sales Availability Lists of all projects Lease and For Sale property as per approved by the Executive Managers and distribute to all Property Consultants
· Daily faxing the Availability List to all prospective contacts at the same time by electronic mail and screened the e-mails to forward the client inquiries to all Property Consultants.

GENERAL TRADING

                      Secretary cum Accounting Assistant
       
                                                                                   December 2006 – May 2007
· Performs diverse secretarial duties to the Managing Director like arranging correspondence, keeping and proper filing of the confidential files, updates and setting his daily appointments

· Preparation of Letter of Credit for Import/Export and arranged needed documents for bank purposes.

· Preparation of Performa Invoice, Commercial Invoice, and Packing List.

· Preparation of Statement of Accounts for the monthly receivables per clients sent through fax & electronic mail and Following up the receivables/collections through telephone.

· Ensure the completeness of filing of all documents with corresponding attachments accordingly for easy access.
· Coordinate with shipping agents for shipment monitoring to ensure of arrival date will meet.

· Prepare the bank reconciliation against bank statements

LAND, INC




             Project Accounting Assistant (Payables)
Philippines




                                       August 1995 – October 2006

 

· Manually screened and audit the attachments of Pre Requisite Cheque Requests with the approval of with their Managers. 

· Preparation of Vouchers in Accounting System as per screened, audited and approved Cheque Request with their Manager.
· Preparation of Cheques in Accounting System as per approved Vouchers of the Accountants with attachments.
· Maintain the sequential of Vouchers and Cheques and monitor the approval from authorize signatories.

· Responsible for releasing of Cheques and ensure with Official Receipt and their signatures on the Voucher upon receiving their Cheque either suppliers or contractors.

· Monthly preparation of Statement of Accounts for the monthly receivables per clients sent through fax & electronic mail

· Following up the receivables/collections through telephone, post mails and electronic mail.

· Ensure the completeness of filing of all documents with corresponding attachments accordingly.

· Prepare the bank reconciliation against bank statements

PERSONAL INFORMATION:
Nationality

:  Filipino

Sex


:  Female

Civil Status

:  Single

Languages 

:  English, Tagalog (mother tongue)
First Name of Application CV No: 1703046
Whatsapp Mobile: +971504753686 
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