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Desired Position: Secretary / Receptionist / Admin Clerk
Objectives:
Seeking any vacant position where I can enhance and apply my knowledge and experience and to be able to contribute in company’s growth and improve my living standards.

Qualifications and Abilities:
· More than 6 years experience in office environment.
· Having knowledge in many different computer programs such as MS Word, Works, and Excel.
· Experienced working in retail establishments.
· Strong abilities to read and comprehend simple instructions, short correspondence, memos, to write.
· Ability to work unsupervised or as part of the team to achieve objectives.

· Willing to be trained in any field of works.

Professional Experience:
	COSMETICS INDUSTRIES. – SHARJAH - UAE
	   Dec 2015 – Present


Secretary / Admin Assistant 
Job Description:

· Communicate verbally and in writing to answer inquiries and provide information.

· Operate office equipment.

· Manage office supplies.

· Prepare and manage correspondence, reports and documents.

· Maintain databases, office systems.

· Handle incoming mail and other material.
· Handle petty cash and basic accounting.
	FADIL ABDURAHMAN TRADING EST. – DEIRA, DUBAI - UAE
	   July 2013 – July 2015


Perfumes Promoter (March 2014 – July 2015) – Expressions – Safeer Mall- Sharjah
Job Description:

· Approaching customers by promoting my company’s products and achieving sales. 
· Ensuring that all products are in stocked and well displayed in the stand/shelves.

· Making sales report every end of the day and reporting it to the manager.
· Making order, receiving and pricing the products.

Admin /Account’s Assistant (July 2013 – March 2014)
Job Description:

· Responsible for entering all the receipts, bill expenses or other important documents of the company into computer database and maintaining the files in an organized manner.

· Withdraw and deposit cash or cheques.

· Retrieve and distribute files and documents upon request.

	AL FATTAL TRADING EST. – SHarjah, UAE
	   April 2008 - April 25, 2013


Secretary cum Receptionist
Job Description:
· Acted as an Office Receptionist answering telephone and furnishing information and directions to visitors.

· Assisted accounts in preparing payroll, preparing cheque, checking statement of accounts from customer and preparing purchase orders to suppliers.

· Typing a variety of forms, e-mails, invoices, letters, memos and reports.
· Handled petty cash.
· Sorted and indexing correspondence, memorandums, invoices, reports and other similar materials alphabetically, numerically or by any other predetermined classification.

· Operate office machines, such as photocopiers and scanners, facsimile machines and personal computers.

· Responsible for sending and receiving faxes, and deliver it to appropriate personnel.

· Maintain files including storage and handling, opening and closing the office and keeping all related documents in an organized manner.
	LOCAL GOV’T UNIT (LGU) – ILIGAN CITY, PHILIPPINES
	      Oct. 2006 to April 2007


	Office Assistant / Data Entry Operator
	


Job Description:
· Communicate with clients, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints.

· Handled the timely and accurate filing and retrieval of legal documents. Responded to requests for information. Relocated files. Prepared correspondence as needed.

· Compile, copy, sort, and file records of office activities, business transactions, and other activities.

· Review files, records, and other documents to obtain information to respond to requests.
· Type a variety of letters and other forms of documents into computer.
Education:
SYSTEMS TECHNOLOGY INSTITUTE (STI) – Iligan City, Philippines
Diploma in Computer Studies – 2007
Personal Info:
Date of birth

:
September 16, 1985


Civil status

:
Single
Sex


:
Female
Citizenship

:
Filipino
Religion

:
Islam
References available upon request.
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