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PERSONAL INFORMATION
Birthdate:

September 2, 1991

Civil Status:

Single
Nationality:

FILIPINO

Visa Status:

Tourist

Character reference available upon request.

	CAREER OBJECTIVES
To achieve a position in the corporate world and work enthusiastically with a team in achieving the goals of the organization
PROFESSIONAL STYLE
· Administration Support
· Data Entry
· Filing and Documentation
· MS Office Applications (Word, Excel, PowerPoint)
· Good Math and English Skills
· Customer Service Oriented 

· Timeliness and Team Player

· Versatility and ability to Multi-task

EDUCATION
BUSSINESS ADMINISTRATION

Major in Financial Management

TARLAC STATE UNIVERSITY

Romulo Blvrd., Tarlac City Philippines
(2007- 2011)
CAREER HISTORY
fashions llc

Electra Street, Abu Dhabi UAE

Office Assistant, Sales Clerk/Support
May 7, 2013 – May 8, 2015
· Receives items and sales invoices, recording and updating items in the system; preparation of the barcodes for the items;
· Filing of invoice, sales receipt and monthly sales report, including purchase orders;

· Maintaining files and documents including employee’s files;

· Photocopying and scanning of documents needed;

· Making correspondence, admin support and assist in payroll preparation;

· Ordering, maintenance and communication to suppliers and clients for store materials and products/items needed;
· Updating company’s website and other social media for promotions and other activities;
· Orientation of new staff/s; handling customer inquiries and complaints;

· Fill-in cashier;

JVP Bread King Food Corporation
Tarlac City, Philippines
Admin Assistant/Encoder
June 2011– June 2012
· Prepared documents for data entry;

· Entered data into designated database and forms;

· Stored and managed completed documents;

· Set up and maintained files according to company procedures;

· Prepared and submitted reports;

· Routed data to appropriate staff;

· Researched and retrieved requested data;

· Performed daily control function;
Tarlac State University

Accounting Department
Accounting Clerk

(Internship)

January 2010- June 2010

· Maintains files, including filing of general ledger, journal vouchers, accounts payable documentation, and other miscellaneous filings;

· Types a variety of documents, reports, and records.

· Reconciles simple bank statements.
· Keeps management informed of area activities and of any significant problems.

· Ensures that work area is clean, secure, and well maintained.

· Encodes and assist with payroll preparation

· Other duties as assigned
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