Executive Summary
Recently worked as Admin Staff in a Landscaping Company in Dubai Investment Park (DIP) 1, Dubai, UAE.  With more than seven years experience doing a multi-tasking job in a leading printing and publishing industry in the region (in the Philippines) as Computer Layout/Graphic Artist, computer and machine operator/technician, purchaser and overall in-charge of the LARGE FORMAT PRINTING DEPARTMENT. Having secretarial experience in three business establishments owned and managed by one person. With experience in Remittance Center (in the Philippines) as a Cashier/Encoder (Remittance Agent). With previous experience in Teaching and in Sales. 
Work Experiences

ADMIN STAFF
LANDSCAPING L.L.C., Dubai Investment Pard (DIP) 1, Dubai, UAE
February – April 2016

· Dealing with telephone and email inquiries, taking messages, making calls on behalf of the manager to communicate information to customers, making calls on behalf of the accounts department for follow-up of payments and payments status.
· Keeping/maintaining diaries and arranging appointments
· Handling the sales and cashiering for the showroom’s retail walk-in customers.
· Handling courier arrangement for collection of payments and other courier related needs
· Organize and file paper works and documents
· Graphic designing, photo editing, powerpoint presentation of project proposal for new clients.
· Company listing/updating on directory sites, social media accounts registration and updating
· Preparing and filing of staff’s Daily Maintenance Job Cards
· Preparing Client’s Contract, Delivery and Replacement Note
· Doing research on prospect client’s contact details for the CRM’s data base
COMPUTER LAYOUT/GRAPHIC ARTIST

,  Philippines

November 2006 – May 2013
· Design the over all visual look/appearance of a certain project/job such as brochure, posters, magazines, newspapers, receipts, forms, posters, signages, billboards, etc… prior to printing

· Operates large format printers for tarpaulin & billboard printing

· Performs daily/weekly maintenance of the machines and assists in the quarterly maintenance conducted by the dealer of the machines

· Act as overall in-charge of the large format printing department

· Conducts inventory, canvass and purchase of supplies

· Prepare the cheque payments for the suppliers

· Communicate with clients regarding the deals
· Follow-up payments
· Organize and file paperwork and documents
OFFICE SECRETARY
JONJEFF INTERNET, & GENERAL MERCHANDISE, 

FAMILY FITNESS GYM, Philippines
June 2005 – April 2006
· Dealing with telephone and email inquiries, make calls on behalf of the manager to communicate information to customers.

· Fax documents from the office to suppliers, clients or customers and receive incoming faxes

· Manage customer files and other records in the office, creates and maintains filing system.

· Conducts inventory, canvass and purchase of supplies.

· Prepare the cheque payments for the suppliers

· Follow-up payments
· Ensure the prompt delivery of products/supplies
CASHIER/ENCODER (Remitance Agent)
Remittance Center Philippines 
Philippines
May 2003 – May 2005
· Compute and collects payments (pay-in and pay-out) from customers for utility services or appliances

· Receives and sends cash from customers or through mail 
· Totals items on bill using adding machine
· Records transactions on cash register and issues receipt and any change due to customer

· Balances totals received with totals on billing stubs

· Explains charges on bill to customer, initiates action to adjust complaints

· May collect customers deposit for service connection

· May specialize in handling delinquent bills or those presented for partial payment

· Handles remittance accounts such as Cebuana Pera Padala, Western Union, UAE Exchange, Xoom, MoneyGram, EntrePinoy, RCBC, and Asia United Bank. 

Seminars/Trainings
  



               Conducted by:
          Date  
                   Venue
ANTI MONEY LAUNDERING 
    Bangko Sentral ng Pilipinas
  April 21, 2004     The Concourse Convention
Course






   Center, Legaspi City Philippines

Computer Skills

(     Proficient in layout/graphic designing using Adobe Photoshop, Adobe Page Maker, MS Publisher and Corel Draw

(     Typing/encoding with a minimum speed of 40 words per minute.

(     Well versed in Microsoft Office Software Application particularly Microsoft Word, Microsoft Excel, Microsoft Powerpoint and other windows-based application.

(     Able to do simple programs using Visual Basic 6.0

(     Able to do PC troubleshooting

Education 
College:
Mariners’ Polytechnic Colleges Foundation



Rawis, Legazpi City, Philippines



June 1997 – April 2000



Computer Communication Development Institute



Philippines

June 2001 – April 2003

Degree:   Bachelor of Science in Computer Science
Secondary:
Bicol University College of Industrial Technology Laboratory High school


Legaspi City Philippines



June 1993 – April 1997

Primary:
Anoling Elementary School



Camalig Albay, Philippines



June 1987 – April 1993
Personal data

Age


:
36



Citizenship  :  Filipino

Dialect spoken

:
English, Tagalog
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