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SUMMARY

Efficient and hard-working Accounts and Administration professional with 7 years of meaningful experience in a trading and consultancy company in Dubai dealing with sanitary ware products. Started my career as accounting staff and sales coordinator and through hardship and dedication I was promoted as a Deputy Administration Manager. Motivated and focused who can handle & prioritize multiple tasks simultaneously. Proficient in office & records management as well as report and document preparation with a strong accounting background. Well versed in inventory management and logistics coordination. Ability to work under pressure and possessed excellent customer service. With a deep sense of loyalty and professionalism.

EDUCATION

	Bachelor of Science in Accountancy
	2001 - 2006


Divine Word College of Calapan
Calapan City, Philippines

QUALIFICATIONS & SKILLS

· Proficient in various software applications (MS Office, Windows, Accounting System) 
· Report & document preparation, office & records management 
· Accounts receivables and inventory management 
· Strong interpersonal skills for teamwork, field office, training and customer service 
· Able to multi task but maintaining quality work by being productive and efficient 
· Ability to quickly assess and prioritize projects and office tasks 
· Strong written and oral communication skills; extremely organized and detail oriented 
· With a deep sense of honesty, integrity and professionalism. 

PERSONAL INFORMATION

	Marital Status
	:
	Married

	Email
	:
	
	Nationality
	:
	Filipino

	Address
	:
	
	Birthday
	:
	May 8, 1984

	Visa Type
	:
	Family Visa
	
	
	



OVERSEAS TRAINING EXPERIENCE

· Bathroom & sanitary wares supplier’s factory visits and product training at Attendorn, Stuttgart, Hemer and Delbruck, Germany – June 2012 
· Attended ISH Exhibition at Frankfurt, Germany – March 2013 

PROFESSIONAL EXPERIENCE


	
	Dubai, U.A.E.

	Deputy Administration Manager
	Jan 2013 – Jan 2015

	∗  Staff management / Decision making
	*
	HR recruitment assistant

	∗
	Projects & presentation submittals
	*
	Document controller

	∗  Order and shipment management
	*
	Inventory management

	∗  Accounts receivables handling & monitoring
	*
	Sales reporting

	∗
	Database management
	*
	Indoor /showroom sales

	∗  Emails, phones, faxes query handling
	*
	Invoices, quotations, deliveries

	∗
	Customer service representative
	*
	All admin related works


__________________________________________________________________________________________________________________________________________________________________________________________________________________________________
TAPS & MORE TRADING LLC
Sales & Logistics Coordinator / Accounting Officer
· Accounts receivables handling & monitoring 
· Statement of account / cheques monitoring 
· Order / offer handler 
· Phones, emails supervision 
· Logistics coordination 
· Projects & presentation submittals 
· Customer service representative 
TAPS & MORE TRADING LLC
Admin Staff / Receptionist
· Data management and filing 
· Phone calls, emails, fax screening / handling 
· Coordinate office activities 
· Greeting and directing visitors 
· Organized conference and meeting room 
· Liaising with clients, suppliers and other staff 
· Organizing and maintaining diaries 
· Take and relay messages 


Dubai, U.A.E.
Jan 2009 – Dec 2012
· Sales reporting 
· Inventory management 
· Report & documents preparation 
· Database management 
· Order and shipment supervision 
· Indoor /showroom sales 
· All admin related works 
Dubai, U.A.E.
Nov 2007 – Dec 2008
· Update appointment calendars 
· Arranging couriers 
· Perform basic bookkeeping 
· Schedule meetings / appointments 
· Monitor visitor access 
· Keeping reception area tidy 
· General administrative support 
· All other clerical related works 
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________
INNOVE / GLOBE COMMUNICATIONS
Comptroller Staff
· Justification form & marketing expenses processing 
· Deal sheet for spare sim control 
· Budgeting for handset upgrade proposal 
· All admin/clerical related works 


Makati, Philippines
May 2007 – Oct 2007
· Manpower requisition handler 
· Demo phone allocation control 
· Report & office documentation 
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________
SEAOIL PHILIPPINES
Accounting Staff


Mandaluyong, Philippines
Oct 2006 – April 2007
· Check payment requests, journal vouchers processing & orders of payments preparation 
· Advances to employee’s reconciliation & schedules 
· Petty cash audit of head office & department’s custodians 
· AP accounts monitoring for hauler billing & gas up consumption 
· All admin/clerical related works 
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