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OBJECTIVE   
· To work in a fast paced, highly motivating position where I can assist others while challenging and expanding my knowledge and understanding of the task at hand. 
· I am seeking a position that will utilize my skills and offer the chance for advancement as well as allow me the opportunity to gain additional skills and experience. 
PROFESSIONAL SUMMARY
· Ability to take on Multi Task / attending customer’s inquiries and complaints.

· Proven record of honesty, reliability and responsibility.

· Fluent in Oral and Writing Communication in English.
· Fluent in Oral Communication in Arabic.
· Knowledge in Microsoft Word

· Knowledge in Microsoft  Excel

· Knowledge in Microsoft  Power Point

· Knowledge in Accounting Assistant jobs

· Knowledge in Making Payrolls

· Knowledge in Making Vouchers
· knowledge in QuickBooks
· Knowledge in Secretarial and Clerical Works
· Manage and complete the work as per the demand of time.

· Initiative and needs minimum supervision.

EXPERIENCES

ACCOUNTING STAFF / ENCODER
                        March 2013 – June 2013
EXPERION INC.



                      #3 Timog Ave. Quezon City
· Data entry, filing and maintain variety of office files. 

· Compiling and sorting documents, like invoices and checks;
·  Verifying, tracking and posting details of business transactions;
·  Reviewing and maintaining account records;
·  Entering balances and calculating interests on loans, bank accounts and credit accounts;
· Sometimes providing aid to a CPA (Certified Public Accountant);
·  Typing vouchers, checks, account statements, reports and other documents;
·  Using accounting software like QuickBooks or another type;
·  Handling accounts payable and accounts receivable;
· Completing general bookkeeping and accounting tasks; and
· Posting cash receipts, expenses, and other transactions to journals or ledgers and verifies accuracy.
· Communicate with clients, employees, and other individuals to answer questions, disseminate or explain information and address complaints.

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

· Open, sort, and distribute incoming correspondence, including faxes and email.

· Answer telephones, direct calls and take messages.

· Operate office machines such as Xerox machine and scanners, facsimile machine, PBX Telephone system, voice mail system and personal computers.

·  Perform other task that might be assigned from time to time.
OFFICE SECRETARY
             

     November 2010 – April 2011
EL GRANDE SECURITY AGENCY
                             Manila, Philippines             
  
· Data entry, filing and maintain variety of office files. 

· Collect, count and disburse money, do basic bookkeeping and auditing and complete banking transactions.

· Communicate with clients, employees, and other individuals to answer questions, disseminate or explain information and address complaints.
· Answer telephones, direct calls and take messages.

· Compile, copy, sort and file records of office activities, business transactions, and other activities.
· Complete and mail bills, contracts, policies, invoices or checks.

· Maintain and arrange schedules and calendars. Confirm appointments.

· Operate office machines such as Xerox machine and scanners, facsimile machine, voice mail system and personal computers.

· Perform other task that might be assigned from time to time.

SECRETARY 
              


               February 2010 – May 2010
GIMMICKS & GIVEAWAYS, INC.                              Marikina City                    
· Data entry, filing and maintain variety of office files. 

· Collect, count and disburse money, do basic bookkeeping and auditing and complete banking transactions.

· Communicate with clients, employees, and other individuals to answer questions, disseminate or explain information and address complaints.

· Answer telephones, direct calls and take messages.

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

· Complete and mail bills, contracts, policies, invoices or checks.

· Maintain and arrange schedules and calendars. Confirm appointments.

· Follow up, collection and allocation of payments.
· Monitoring customer account details for non payments, delayed payments and other irregularities
· Maintain accounts receivable customer files.
· Operate office machines such as Xerox machine and scanners, facsimile machine, voice mail system and personal computers.

· Perform other task that might be assigned from time to time.
PERSONNAL ASSISTANT
            

        September 2008-June 2009

PUNCTUATION MARKeting
                               Maa, Davao City
· Manage Inventory and Order of Stocks.
· Data entry, filing and maintain variety of office files. 
· Cash and Check deposits to bank; Encashment of check.
· Dealing with correspondence and written reports.
· Providing support and assistance in utility billing, payroll, accounts payable and collection of debts
· Answer telephone calls.
· Performs other duties as assigned.
SALES ATTENDANT CUM CASHIER                  
  April 2008-September 2008
PUNCTUATION MARKeting


  Maa, Davao City
· Promoting Retail Products to customers.
· Performing inventory of stocks.
· Cashier – Responsible of Cash In and Out of daily sales.
· Cash Count at the end of the day sales.
· Reporting sales to the management.
· Ensuring customer needs are met through quality customer service.
· Maintaining Cleanliness of the retail store.
DUTY NURSE
     


September 2013-September 2016    
· Supervised patient activities and health status.
· Provided assistance to all household activities and personal activities such as bathing and feeding.
· Maintained records to all BGSMT,BP,Temperature and Pulse for patient.
· Helps patient accomplish treatment plan and accept therapeutic devices by administering manual exercise ; encouraging and assisting patient in performing physical activities , such as non manual exercises, ambulatory functional activities, and daily living activities.
· Provide medication to patient as per physician’s instruction.
· Maintained neat and clean patient’s environment at all times and ensured personal hygiene. Ensured compliance to all safety requirements for patient.
DUTY NURSE
                                            May 2011 – June 2012
Patient Name: Baba Muhammad Al Muhannadi
        Alkhor, Qatar
· Monitor, observe, evaluates, records and report symptoms or changes in patient’s condition.
· Record patients’ medical information and vital signs.
· Administers medications, treatments, dressings, and other nursing services, according to physician's instructions and condition of patient.
· Manage and Supervise diet.
· Making sure the safety and comfort of the patient.

EDUCATION


· North  Central Mindanao Colleges (2008)

Graduate BSN

Bachelor of Science in Nursing

· La Salle Academy (2004)


Iligan City

High School/Secondary Education

· Sapad Central Elementary School
Elementary Education (2000)
PERSONAL DATA:


Civil Status


:
Single


Age



:
28 yrs. old


Citizenship


:
Filipino


Height
/ Weight

:
5” / 55 kg.


Religion


:
Roman Catholic

Sex



:
Female


Visa Status


:
Tourist Visa 
REFERENCES:

           Available upon request
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