INIS 
SHARJAH, UAE
inis.324432@2freemail.com 

CAREER OBJECTIVE:

To obtain a fulfilling position that will effectively utilized my degree obtained, knowledge and skills acquired through my previous work experience in different field which provides opportunity not only for my professional growth but also for the stability, improvement and advancement of the company.


PROFESSIONAL EXPERIENCE: 

DLORAH ENTERPRISES- Manila, Philippines

Secretary/Human Resource Management Officer 

March 2015 – June 2016
· Served as Secretary/Personal Assistant to the General Manager.
· Performed cash transactions and daily deposits of cash sales.
· Performed daily office tasks such as filing, answering telephone calls.
· Performed daily and monthly inventories.
· Overall-in-charge with the administration tasks and duties.

· Record business transactions and key daily worksheets to the general ledger system.
CEDAR CALL CENTRE SERVICES- Philippines  


Telesales, Marketing & Research/ Customer Service
July 2014 – March 2015
· Contacting potential or existing customers to inform them about the product or service.
· Use effective sales to qualified potential clients, overcome objections and to convince client through emails. 
CUT AND STYLE- Manila, Philippines
Receptionist/Sales supervisor
June 2012 – June 2014
· Ensure supplies are in stock and maintain inventory.
· Analyze financial and operating statements for profitability ratios.
· Assist staff in achieving sales targets.
· Handle customer complaints, questions and issues.
FREELANCE MEDICAL SALES REPRESENTATIVE- Manila, Philippines
January 2011 – June 2012
· Sells branded and generic medicines and all kinds of medical test kits.
LOLO’S PIZZA- Philippines
Sales/Self Employed

October 2009 - October 2010
· Operational management: organizing stock and equipment, ordering supplies and overseeing building maintenance, cleanliness and security.

· Financial management: planning and working to budgets, maximizing profits and achieving sales targets.
· Ensure that the store delivers high-quality food and drink and good customer service.

REYNON’S SUPERMARKET- Philippines
Cashier/Merchandiser

February 2006 – May 2009
· Performed cash transactions and daily deposits of cash sales.
· Produces supermarket sales by providing point-of-purchase and shelf management services.

TRIPLE SEVEN-V-SQUARE ACCOUNTING SERVICES- Philippines
Receptionist cum Secretary
July 2004 – June 2005
· Served as Secretary/Personal Assistant to the Accountant.
· Perform basic accounting and clerical functions.
· Input type vouchers, invoices, checks, account statements, reports, and other records.

SKILLS:

· Knowledge in business operation.
· Excellent in writing and oral communication.
· Knowledge in accounting as well as office procedures.
· Strong ability to perform filing, receptionist, record keeping and other related clerical tasks.

· Function well under pressure, highly motivated toward goal achievement.
· Knowledge on Microsoft Applications (Word, Excel, Powerpoint).

PROFESSIONAL EDUCATION:

College:

BAGUIO COLLEGES FOUNDATION

(now UNIVERSITY OF THE CORDILLERAS)
                                 
Baguio City, Philippines



Bachelor of Science in Biology
PERSONAL DATA:
Nationality


:
Philippines
Marital Status

:
Single
Language
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Filipino / English
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