

Curriculum Vitae| 1

[image: image2.jpg]



Rubierose 

OBJECTIVE

Seeking a challenging position as a Receptionist/Secretary/Administrative Assistant/ Accounts Assistant/Customer Service in a well-established organization offering exceptional career growth opportunities where I can fully utilize my knowledge, skills and professional experience that can contribute to attain company’s goal and mission.
QUALIFICATIONS AND SKILLS

· 7 years Gulf experience in Reception, Accounting,  Secretarial, Admin support in a Construction  industry
· Strong telephone etiquette, front desk operation and customer service skills

· Excellent English communication skills, both written and verbally
· Highly flexible, fast learner, able to multi-task and can easily adapt to new situation
· Excellent organizational skills, attention to detail, ability to plan and prioritize
· Ability to deliver results, meet deadlines and manage time effectively
· Strong analytical and problem solving skills
· Hardworking, reliable, punctual and goal-oriented

· Proficient in Microsoft Office Suite, Adobe Photoshop, Adobe Illustrator, Corel Draw, ePromis ERP Software
· Knowledge in Microsoft Windows (Vista/7/8) environment, internet browsing, email applications, software and hardware installation
· Knowledge in operating office machines (Printer, Fax, Scanner, Typewriter, and Photocopier)
EDUCATIONAL ATTAINMENT

Bachelor of Fine Arts Major in Advertising Arts



Jun 2000 - Apr 2004

Far Eastern University






Manila, PHL
WORK EXPERIENCE

Accounts Assistant







Feb 2015 – Dec 2015

Receptionist cum Accounts Assistant




Nov 2008 – Jan 2015

Co. LLC





Deira, Dubai, UAE

· Greet all visitors, determine nature and purpose of visit and directed them to appropriate person/department according to their needs.
· Handle multi-line phone calls, screen and forward calls, providing information, takes and relay messages.

· Maintain a neat and clean office environment. 
· Provide secretarial support to the office and to General Manager in the absence of company secretary (e.g. schedule meetings and appointments, arrange travel bookings, hotel reservation and rental car).
· Oversee the distribution of incoming and outgoing e-mails and faxes. 
· Receive and prepare courier deliveries of documents locally and internationally.
· Assist the Accounts Manager/department in preparing financial spreadsheets and accounting reports.
· Organize, file and maintain records of received invoices of supplier, payment certificate of subcontractor and client details.
· Prepare payment cheque and cheque voucher for supplier and subcontractor.

· Release payment cheque, guarantee cheque to supplier and subcontractor.
· Update, post and record of received invoices and collected cheque using ePromis ERP software.
· Create, edit and design company profile, calendar, wallpaper and box file.
· Provide general office administrative and clerical support.

Secretary/Administrator






Feb 2007 – Aug 2008

R3 Sportswear







Cabanatuan City, PHL

· Greet all visitors, provide information and give assistance to clients.

· Handle telephone and email enquiry and complaints.

· Ensure that the reception area, office and factory are well organized.
· Keep diaries, attend meetings and schedule appointments.
· Handle systematic filing and maintain record of sales and customers details.

· Prepare monthly/quarterly reports of employees insurance and tax.

· Purchase and organize office and factory supplies, takes inventory and restocking.

· Coordinate with the clients regarding the product design.

· Meet with client for bidding presentation and quotation.
· Conduct research and prepare presentation. 
· Check the quality, prepare and arrange the deliveries of ordered products.
· Received payments and recorded receipts for services.
· Arrange bill payments and renewal of business license.
· Assist the owner in the day-to-day business operation.

· Perform other duties as requested by the owner.

Graphic Artist







Apr 2004 - Dec 2006

Chitchat Internet Café & Digital Imaging Studio



Cabanatuan City, PHL
· Creates and design wide variety of marketing communications including t-shirt design, logo, catalog, brochure, poster, postcard, product design, signage, business cards, flyers, ID’s, CD imprints, and all kind of invitations.
· Set up photo shoots and backgrounds for all kinds of layouts.
· Handles image editing, image manipulation and restoration.
TRAINING

Consumer Electronics & Computer Technician



Jun 2004 - Apr 2005
Provincial Manpower Training Center (PMTC)



Cabanatuan City, PHL

PERSONAL DETAILS

Nationality
: Filipino





Birth Date
: 05 January 1983

REFERENCE & AUTHENTICATED DOCUMENT

Will be furnished upon request.
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