ANTHONY 
CAREER OBJECTIVES: 

· To obtain success with preceding service to the position, applying creative problem solving and lean management skills to achieve optimum utilization of its resources and assets. 
PERSONAL INFORMATION:  

Date of Birth
: December 25, 1975 

Height 

: 5’ 6” 

Sex 

: Male



Weight

: 145 lbs. 

Civil Status 
: Married 


Nationality 
: Filipino

SKILLS: 

· Experience preparing monthly activity reports, accounts and statistics.

· Organizational skills with the ability to priorities and Excellent customer service and selling skills 

· Excellent computer literacy skills particularly in MS Word, Excel and Power Point (speed 53-59 words/min.)

· Time Management skills, with attention to detail and ability to work under limited direction.

WORKING EXPERIENCE

MTM GENERAL TRADING L.L.C             
Ofc.#13 Flat#402, Shaikha Mariam P114 Bldg., Baniyas Metro Station Deira, Dubai, U.A.E 


Admin. Assistant / Receptionist / Customer Service / Follow-up Clerk 
April 2015 – April 2016 
(Reason of Exit: Mutual Decision with no Bond due to Bus. un-operational)   
· Analyzing operating practices, record-keeping systems, and budgetary requirements to find shortcomings with potential for improvement. Once these areas have been identified, responsible for implementing these changes within the office environment.

· Cargo Process and Documentation, designated to its department’s copies. (Sharjah Customs Clearing Representative MO1646) Customs Freight Clearances.  

· Logistics Coordination’s for import and exports, Assist Office inquiries and purchases Details. Provides Administrative requirements for local and export orders. 
· PRO Documents Assistance processing: Business Application, Quota Application, Working Visa Processing and cancellation and Maintain Document Control and Procedures (System Filling and hard copies filling system)
· Ensuring proper operation of office equipment including preventive maintenance and Writing Effective Business Emails.

· Update all company billing payments (Office and Operational Expenses) coordinated to the Account. 
CCT SAVING & CREDIT COOPERATIVE             
Project Assistant / Branch Assistant Coordinator 

March 2007 – Dec. 2014
(Reason of Exit: Family Invitation to Dubai for greener pasture)
· Financial focused on fostering trust, cultivating partnerships based on financial accountability and transparency

· Negotiated and reviewed business contracts, financial models with profitability and financial success in mind. 

· Area Automated System Monitoring (Elitzer Non-Banking Finance Software) Consolidation of all Reports

· Conduct performance reviews for staff/ Mentoring (16 Project Assistant Quarterly)

· Executed short and long-term customized comprehensive financial strategies to reach areas goals.
· Developed successful at facilitating ongoing professional increase and making sound investment decisions.
· Maintain Correct Weekly, Monthly and Annual Reports – Accurate Weekly Projected Budget for Releases

· Maintain and develops relationships with existing consumer and small business/Growth Enterprise customers.

K&S Cargo Forwarder’s Inc.  


 Logistic Assistant Coordinator 
June 2004 – January 2007  
(Reason of Exit: Company End of Contract)

· Area Development ( Negros Occ. & Panay Area)/Monitor Actual Sales vs. Inventories 

· Actual Visit -32 Pilipinas Shell Gasoline Station & 3 Shell Depot Installation Covered

· Actual Handling of Outgoing/Incoming Cargoes of Pilipinas Shell Equipment’s and Materials to Stations

· Shell Promotional Program Confirmation under Pilipinas Shell Policies (with Assessment Reports)

Jan Janoo Sales & Service Corp. 

Sales Support   

March 2002 – March 2004 

(Reason of Exit: End of Contract)


 

· Develops active market with prior sales and service 

· Promotes Lubricants, pumps, valves, additives & Safety products materials

· Participate Public/Private companies biddings invitations 

· Prepare request, process, verify and disburse, then document all transactions  

Relyfaz Specialist Trading  



Computer Typist

 April 2000 – January 2004 

(Freelance Jobs 50/50)
· Ensure Quality Delivery and Accurate Service for the Customers:

· Thesis, Presentation, Spread Sheets and Format Excel Accounts, Photoshop Editing 

· Power Point Design for Presentation, Reports, Surveys, Numerical Statistics and ect. 

EDUCATION: 

Open Bible College International (OBCI) 

Bachelor of Theology 






May 2002


· Cultural Behavior and Practices, Ethnical Representation of Racial and Beliefs, Eschatological views and dealings.
System Technology Institute (STI) 

Associates Computer Certificates




June 1997



· Computer System Operation (Filling System, Documents Organizing and Records Keeping System)

· Computer Professional Office Specialties: Microsoft Word, Excel, Outlook, & Power Point

· Basic Accounting and Bookkeeping for Administrative files (Excel Worksheets) 

John B. Lacson Colleges Foundation (JBLCF) 


Associates in Marine Transportation (Diploma) 

           March 1996



· 1 Year Certificate in Marine Engineering shifted to AMT

· Navigational Works, Cargoes, Logistics & Equipment’s

TRAINING’S ATTENDED: 

1.  ACDAgencies 



3. Cooperative & Resource Management Center    

Manila, Philippines



     Cebu, Philippines 




· Participatory Learning Process 

    * Effective Presentation for Effective Meetings/Seminar     

February 12 – 15, 2013


    * Seminar on Training and Learning Needs Analysis   

· Building Bridges / Learning that Last
      December 10 – 11, 2010
        
September 13 -14, 2013 / May 30 – June1


 
        

2. CCT & Bayan Academy

          
                4. CCT Credit Cooperative 

Manila, Philippines 



                    Philippines 

· Finance Assessing Module Triple “A’s”
                  * Cooperative Education Trainer’s Training 

       July 9-16, 2012 



                     January 21, 2010

· Finance Advising & Assisting Modules Triple “A’s”
      * Diamond Branch Coordinator Training 

September 18 – 22, 2012 


                     September 15 – 24, 2008

.
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