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Objective: 

To use my ability to work in a team environment. I am self-motivated and able to work both independently and as collaborative team member. To obtain a position where I can maximize my organizational and interpersonal skills and knowledge which will contribute my years of experience, that will allow me to grow personally and professionally.
Qualifications/ Skills: 
· Experienced in handling Secretarial job, Telephone Operator, Accounts Assistant and Sales Coordinator.

· Ability to organize, prioritize and work under extreme work pressure, heavy work load and deadlines.

· Ability to work with minimal supervision.
· Primary responsibility is to coordinate and perform the entire quoting process for contract services and international sales as Sales Coordinator.
· Willing to cooperate with colleagues in order to attain company’s objective and goals.

Computer Skills: 
· MS Word, MS Access, MS Excel, MS Outlook

· Surfing on Internet Explorer
· E-mail 
· Peachtree (Accounting System)
· Tally (Accounting System)
Education Attainment: 

Diploma in Computer Technology at Isabela State University, Philippines
Professional Experienced: 

Mass Scientific Laboratory – Sharjah, UAE
       

     December 2012  to May 2016
Position: Accounts Assistant cum Data Entry

· Processes customer and account source documents by reviewing data for deficiencies; resolving discrepancies by using standard procedures or returning incomplete documents to the team leader for resolution.
· Provide accurate accounting support to the Accountant and Financial Controller, and ensure that all accounts activities are completed timely and accurately.
· Receiving and processing all invoices, expense forms and requests for payment
· Verifying calculations working with the Accounts system
· Maintaining spreadsheets, Sales order processing and Handling and writing cheques
· Ensure completeness of supporting documents submitted for payments

· Processes customer and account source documents by reviewing data for deficiencies; resolving discrepancies by using standard procedures or returning incomplete documents to the team leader for resolution.
Marsa Trading – Ajman, UAE 



           September 2010 to November 2012
Position: Sales Executive cum Secretary 
·  Prepares Quotations, Local Purchase Order (LPO’ s), Delivery Receipts& Inquiries
· Monitored LPO record confirmation; handled delivery follow up and maintained
· Transmit information / documents to clients, using computer, mail or facsimile machine
· Communicates directly with clients and management to coordinate confirmed orders. 
· Provide details to prospects in relation to the company’s products and services
Queen Jennifer Hotel – Isabela, Philippines
              

           March 2009 to August 2010
Position: Telephone Operator cum Front Desk  
· Responsible to attend the incoming and outgoing calls of the organization 
· Receive calls from clients, delegates or associates and forward their calls to the concerned officers staying at the hotel in their absence, note down the messages and forward it to them later. 

· Make note of the accommodation booking over the telephone. Enter details of the visitor's stay period, arrival and departure dates etc in the bookings register. 

· Make arrangements for transportation and travel, as per the requests of the hotel clients 

Mark One (Centro Mall) – Isabela, Philippines 
             
 
           April 2008 to February 2009
Position: Secretary/Receptionist
· Greet persons visiting establishment, determine purpose of visit and direct them to the concern. Encode daily correspondence for client letter 

· Transmit information / documents to clients, using computer, mail or facsimile machine. 

· Handle filling and control of incoming and outgoing faxes and e-mails.

· Assists customer in their needs and gives information about the item in friendly manner

· Takes and transcribes dictation. Arrange meetings and conference

· Operate telephone switchboard to answer, screen and forward calls
Personal Information: 
Date of Birth

: 
October 9, 1989

Nationality

: 
Filipino

Language

: 
English and Filipino

Visa Status 
 
: 
Visit Visa 
