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Lynette
Lynette.290047@2freemail.com  
Objective:
To seek a challenging position in a company where I can maximize my potentials to yield the optimum benefit to the firm.

Educational Background:

Bachelor of Science in Business Administration

Major in Financial Management

Holy Name University, 2007 – 2012

Skills/Qualifications
· Good English communication skills

· Computer literate (Microsoft word, Microsoft excel)

· Ability to multi-task, honest, dependable, hardworking and able to work well under pressure

Work Experience:
Receptionist/Secretary

Landscaping LLC
Abu Dhabi, UAE

August 10, 2014 – Present

Job Description:

· Responsible in answering telephone and assisting with General Manager’s correspondence on all business letters for clients and employee’s needs.

· Responsible in the management of emails, office supplies, systematic filling of documents which includes tracking for expirees and renewals.

· Arranging all advertisements through online post for job vacancies and arranging applicant’s interview.

· Responsible in preparing all office correspondence including employee’s time sheet & attendance.

· Responsible in preparing LPO, invoices, BOQ and contracts

Administrative Secretary/ Receptionist
La Maison Interiors LLC

Abu Dhabi, UAE

July 25, 2013 – July 2014
Job Description:
· Responsible in answering telephone and assisting with General Manager’s correspondence on all business letters for clients and employee’s needs.

· Handles the liaison with IT suppliers, UPS, and other vendors including copying and branding.

· Responsible in the management of IT environment, office supplies, systematic filling of documents which includes tracking for expirees and renewals.
· Responsible in managing office petty cash and all bank transaction which includes bank reconciliation, depositing checks, payables and salary transfer through WPS for all the employees.
· Arranging all advertisements through online post for job vacancies and arranging applicant’s interview.
· Responsible in preparing all office correspondence including employee’s time sheet & attendance.

· Managing the coordination with the PRO in preparing required documents for visa, labor cards, contracts, Emirates ID, Daman and visa processing.
· Responsible in preparing LPO, invoices, BOQ and contracts
Accounting Clerk

Emilio S. Lim Appliance Group of Companies

8th floor ACT Tower Bldg. Salcedo Village, Makati City, 1200 Manila

May 17, 2012 – May 17, 2013

Job Description:

· Prepares check vouchers and prints cheques for payments of Petty Cash Fund Replenishments
· In charge of releasing/depositing cheques for Rentals, for Utilities (electric/water bill) 
· In charge of monitoring of payments for utilities (water bill, electric bill, telephone bill)
· In charge of informing important and urgent matters and calling-up the branches for monitoring daily sales 
· Help prepares Certificate of Creditable Tax Withheld at Source (2307) form for payments with EWT

· Perform other task given from time to time by the Immediate Superior (Photocopy of documents).

· Checking Attachment and Verifying amount of Petty Cash Fund Replenishment.

· Maintains accounting records by making copies ; filing documents

· Maintains accounting databases by entering data into the computer; processing back ups
· Verify taxes and other deductions

· Prepare and distribute payroll checks

· Track and audit petty cash

· Monitor accounts for non-payment  and delayed payment

· Perform filing and other administrative task

On-the-job Trainee

Bureau of Internal Revenue

Tagbilaran City

April 4 – June 4, 2011

Job Description:
· Maintain existing filing system and assist in sorting and filing appropriate paperwork in designated files

· Maintain office copy of outgoing and incoming mails for record
· Assist to copy, collect and distribute office paperwork as and when requested

· Perform other task given from time to time by the Immediate Superior
Personal Profile
Age



24 years old

Gender



Female

Date of Birth


June 24, 1991

Civil Status


Single

Citizenship


Filipino

Religion



Roman Catholic
Visa Status


Transferrable/1 month notice






