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Katherine 
Statement:
I am an ambitious and hardworking individual seeking employment. My significant tenures within highly respected companies are a testament to my commitment and ability. In addition to strong communication skills, I am able to work effectively in a team. My drive and ambition ensure I am a valuable addition to any company.
Key Skills:
· Strong verbal and personal communication skills
· Professional computer skills including: Internet browsing and Microsoft Office (Word, Excel, PowerPoint and Outlook); excellent typing speed with great accuracy
· Bilingual (English and Filipino/Tagalog)
· Leadership skills with experience of supervising over 8 personnel within a team
· Wide ranges of job flexibility particularly in the fields of logistics, sales and customer service
· Knowledge about CALOGI (DNATA) for the solutions for shippers, forwarders, airlines, general sales agents, terminals, consignees and third party logistics providers, including Availability and booking, End-to-end shipment management, E-Consignment Security Declaration.
· Knowledge about Maersk Line Portal for tracking, booking of shipment and vessel schedules.
Employment History:
March 2015 to May 2016


Lane Trading, Bahrain






Office Coordinator





Duties:
Managing incoming and outgoing emails of Shipping Materials






Monitoring the tally of shipment transactions per week
Constructing the Final Invoices and Statement of Shipment/s






Handling the Petty Cash and other money value items






Depositing the Business Profit in the Bank






Filing all the Transaction Documents.
November 2015 to February 2015

GP.Zachariades Construction Company






Smartsource Construction Solutions, Bahrain






Assistant Orders Officer





Duties:






Managing incoming and outgoing emails of Shipping Materials






Handling Petty Cash






Arranging meetings with the suppliers
April 6, 2014 to October 2015           

Anas Al Shuwayer Trading Establishment, Bahrain

Receptionist
                                                                   Duties:
                                                                                Telephone operator    

Assisting the walk in client
Making a P.O order / Making monthly Business 
Budget Report

March 2, 2013 to March 3, 2014 

Al Rashid Group, Bahrain

Shoexpress Shop
SalesSupervisor
                                                                    Duties:

Handling Petty Cash and treasury

Managing inventory and product reports 
Visual Merchandizer 
                                                                                Team Leader of 8 personnel
                                                                                Shelf life Manager
October 2012 to March 1, 2013                         Al-Tazaj B.B.Q. Chicken, Bahrain
Cashier
                                                                   Duties:

 Handling Cash Register

To attend the costumer need’s and assist.
 January 26 to June 23, 2012


Robinson Incorporation



Robinson’s Supermarket


Montalban Branch, Philippines






Info Clerk
Duties:


Customer Service


Advertising Promo handler


Monitoring all items

Sales Lady
Seminar Attended
Food –Expo Philippines




Visual and Merchandising Training
World Trade Center





Al Rashid Group (ARG) Bahrain
    Year 2009






Shoexpress Shop









Year 2014









Stepping Stone Training




Shipment Handling Logistics Training
Business Leadership, 





United Arab Emirates
Workshop & Case Study




Jebel Ali Freezone (JAFZA)
Bahrain






June 04 to June 15, 2016
Capital Club
Bahrain Financial Harbour
February 17, 2015
Academic Qualification
· Higher Secondary School Certificate
Marikina High School (Year 2003 to 2008)
· Hotel Restaurant and Management
PamantasanngLungsodng Marikina
(Year 2009-2010) Under Graduate
Part Time Job Experience

Year of 2014, 2015 and 2016


Red Scarf Agency
Bahrain




Usher







-Jaguar Car Showroom







-Motor City Car Showroom







-Royal Golf Club







-Sheik’s Special Event






Gallure Agency







Usher







-Bahrain National Theatre







-Bahrain National Museum







Ritz Carlton Hotel






-Usher and Waitress in Wedding Event






German Bakery Coffee and Pastry Shop






Barista







-Making Coffee and other beverages







-Handling the Petty Cash







-Handling Cash Register

Personal Details
Date of Birth   : Sept.30, 1991
Nationality      : Filipino
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