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JAMESON 

CAREER OBJECTIVE



Seeking a challenging and rewarding suitable position where my experience, education and potentials can be fully utilized towards achievement of organizational goals and in turn offers me future prosperity.

CAREER SUMMARY



Career minded Sales Assistant, Admin Clerk, Human Resource Officer, Accounting Clerk, HR – Admin, and Account Officer with years of experience skills and the ability to work independently or as a team. Accomplished analytical thinker and passionate problem solver who have the ability to read and interpret complex regulations and then make accurate operational decisions regarding them. Highly skilled into developing and implementing policies, procedures and programs that will ensure compliance with existing regulations and best practices. Hands-on experience in collecting payments and arranging employees wages, accompanying clients to their respective destinations, with the ability to complete demographic data, financial data and information data collection accurately. Employ highest levels of customer service and quality control to the daily management practices, to ensure client satisfactions and generate repeat business. Committed to achieving outstanding results. Strong executive assistant background includes support of multiple managers & large groups. Able to streamline workflow, prioritize & handle multiple tasks. 
EMPLOYMENT EXPERIENCE


Weber – Stephen Nordic Middle East 






Apr 1, 2015 – Oct 1, 2015 - 608, Dubai Media City, Dubai, UAE

Sales Admin Assistant 


Job Responsibilities:

· Responsible for the CITRIX RECEIVER for ordering, releasing and invoicing processes.
· A customer service and sales representative.
· Monitoring the stock availability.
· Preparing the documents for the cross boarder shipments.
· Organizing the delivery schedule to all the retailers.
· Assist the customer claims and needs.
· Responsible for all the local and international shipments.
· Formulated reports and coordinated with managers.
· Performs more extensive, due diligence for higher risk amounts/customers and include proactive monitoring for suspicious activities.
· In charge for the import and export shipments using the CITRIX RECEIVER system.
· A multi-tasking admin clerk for all the responsibilities that has to be prepared.
Spinneys LLC, Warehouse – Logistic Department 




May 8, 2012 – Mar 3, 2015
Land Industrial 1, Al Quoz, Dubai, Dubai UAE
Admin Clerk 


Job Responsibilities:

· Responsible for the SAP system in all the program updates for all the article movements.
· Responsible for the Local Purchase Orders for booking using the SAP system.
· Responsible for the put away updates for the article bin location for picking purposes using the SAP system including the bin to bin transfers.
· Responsible for the releasing of Pickers Picking List (PPS) as an order from the different outlet stores using the SAP system.
· Responsible for the invoicing to come up the accounts upon the delivery of the items using the SAP system.
· Responsible for the writing off the articles or the items in the SAP system based on the physical count of the stocks using the SAP system.
· Responsible for the PI add and minus based on the remaining stocks left in the storage bin location using the SAP system.
· Responsible for the separation of pork items into non-pork items.
· Responsible for the invoicing documents for all the store outlets in Dubai, Abu Dhabi and Oman.
· Responsible to assist and clear out the stocks in the system to arrange the documentary procedures in Stock counting.
· Responsible for the Stock Taking Procedure using the SAP – program to clear and balance to be equal matches both the physical stocks and the stocks systematically.
· A multi-tasking admin clerk for all the responsibilities inside the logistic department using the SAP system for all the transactions. 
PRIOR EXPERIENCE


Human Resource Officer/ Accounting Clerk (Invoicing and Releasing Cheque)

                               - BEQAA Restaurant, Inc.
(Philippines)


 
     Apr 2011 – Oct 2011
HR – Admin

 - HUNGRY DOOR DEVELOPMENT, INC. (Philippines)
           
    Sep 2009 – Apr 2011

Account Officer
 - MSS Cycle Trading (Philippines)




    Jun 2008 –Sep 2009 
Student Assistant - Department of Education (Philippines)  


                   Oct 2007 – Mar 2008
EDUCATIONAL AND CREDENTIAL



Bachelor of Science in Business Administration (Management)
    

   
    2008
St. Paul’s Business School, Tacloban City, Leyte, Philippines
TRAININGS, SEMINARS, CERTIFICATIONs AND AWARDS


Introduction to food safety, Cross Contamination, Hazards & Control, Personal Hygiene, Safe Handling & Storage of Food, Temperature Control, Cleaning and Disinfectant, Pest Control, HACCP, Food Safety and the law             











            -  2014 

Spinneys LLC – Al Ghurair, Diera, Dubai, UAE 

Achieving Responsive Recrudescence in Business Academics





- 2008
                                                                                                                        
St. Paul’s Business School, Tacloban City, Leyte, Philippines
Constitution and By-Laws of the Junior Management Consultants (JMC)  




- 2007                                                                                                           
St. Paul’s Business School, Tacloban City, Leyte, Philippines
Business Ethics in the New Era
                                             




            - 2005
Daraga, Albay, Philippines
Outstanding Achievement in ATHLETICS
                                             



            - 2004 

Poblacion, Daanbantayan, Cebu, Philippines
First Regional High School Student Leaders
         





   
            - 2001                                                                                                                                 
Tacloban City, Leyte, Philippines
SPECIAL SKILLS


Computer and IT Skills and Proficiencies: 
Microsoft Office™ (Word™, Excel™ PowerPoint™) / Windows™ (7™, Vista™, XP™) / Fast Typing / Internet Research
Human Resource Information System (HRIS) payroll program, System Assessment Procedure (SAP-Program), Point Of Sale (POS), JAMESON 
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Highlights of Qualifications





Strong communication and analytical skills.


Results-driven, fast learner and a true team player.


Hardworking and responsible, plus strong work ethics.


Excels at multi-tasking in a fast-paced environment.


Excellent computer knowledge with proficiency in MS Word, Excel, Power point and also an Excellency in Human Resource Information System (HRIS), including the Proficiency of the System Assessment Procedure (SAP-program)and as well as the additional proficiency of the CITRIX RECEIVER. 


And a true confident person.




















