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OBJECTIVE   
Obtain a position as a team-player in a people-oriented organization where I can maximize my Secretary cum Admin Assistant / Accounts Assistant cum Credit Officer  experiences in a challenging environment to achieve the corporate goals. I am a PROACTIVE, service oriented where demonstrated my skills in planning, organizing, implementing and controlling and ability to work under pressure within strict deadlines.

SKILLS :

· Excellent English in reading, Writing and Speaking Skills
· Accurateness and Precision with Lists, Tasks and Data

· Excellent Organizational skills

· Mindful and Proactive

· Strong Interpersonal communication skills & Problem analysis and problem   solving.
· Knowledgeable in MS-Office Programs 
· Knowledgeable in Administration Assistant and Accounts Assistant Work
· Excellent in Business Correspondence
· Enjoy working in a team and with customers
· Capable of handling day to day operations

RELATED WORK EXPERIENCE   
RED FALCON GENERAL TRADING LLC
Sharjah UAE

November 2014 – June 2016
Secretary cum Admin Assistant
· Meeting and Greeting clients

· Pleasant disposition and Good Customer Service Skills 

· Coordinate with Courier Services for Dispatch of Documents

· Provide general administrative and clerical support  including mailing, scanning, faxing, and copying to the management
· Maintain electronic and hard copy filing system

· Open, sort and distribute incoming correspondence

· Perform data entry and scan documents

· Manage calendar for Executive Manager/Manager

· Assisting in resolving any administrative problems

· Run company’s errands to post office and office supply store

· Answer calls from customers regarding their inquiries

· Maintain office supplies for Department

· Create and maintain databases, spreadsheets and regular reports/modify documents including correspondence, reports, drafts, memos and emails.
· Handling reservation such as hotel and flight bookings of the manager / guest

· Proficient in Business Correspondence

UNIVERSITY BOOKSHOP LLC
Sharjah UAE

October 2008 – May 2015
Accounts Assistant cum Credit Officer
· Prepare and manage correspondence –i.e-emails to suppliers and follow up for the monthly statements
· Compiling and distributing financial and statistical information such as budget spreadsheet

· Support the sales manager and marketing team in all aspects of their work-i.e preparing invoices and delivery notes.
· Assisting the marketing team with day to day administration duties

· Managing and maintaining product and data information within company systems

· Communicating with clients in a professional matter regards to their order status
· Handling sales phone calls and emails

· Set up and maintain filing system; both hard copy and computer-based information

· Arrange shipments and sign for DHL/Fed Ex packages

· Communicate verbally and in writing to answer inquiries and provide information

· Coordinate with the company driver for delivery of orders and collection of cheques

· Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons according to their needs 
· Preparation of receipts voucher when we received payment from our customers

· Invoicing

· Preparing cash and cheques deposit

· Handles office petty cash, cash liquidation and reimbursement

· File all petty cash receipts etc

· Preparation of suppliers payables for due accounts

· Preparing balance confirmations letters in the middle & end of the year

· Requesting monthly bank statements
· Making Purchase Order and inquiries for suppliers
· Set up new costumer accounts

· Coordinate well to the supplier as for the shipment schedule, vessel and waybills ensure deliveries on time

· Ensuring that released Purchase Order are with complete information terms and details

· Assist Purchase Manager in dealing with respective to the items availability, costing 

  and lead time of delivery

ENGLISH TEACHER
Children of Fatima Schools
May 2007 – April 2008   

Duties and Responsibilities

· Establishing and organizing lesson plans

· Preparing and grading test and assignments in order to evaluate students

· Models correct use of language, oral and written
· Acts in a professional manner and assumes responsibility for the total school program, its safety and good order
· Assumes responsibility for supervising students in out-of-class settings
· Demonstrates appropriate personal contact while in performance of school duties
· Enforces regulations concerning student conduct and discipline
Teacher (PARTIME)

 Korean Homestudy

 August 2006 – January 2007

· To encourage good patterns of work and encourage students to become

           more independent learners.

· To oversee the progress of assigned students, and report 

· To give advice and guidance about choice of courses and course

                registration, in relation to students’ personal and professiona
       ACADEMIC

           QUALIFICATION 

 College:              Bachelor in Elementary Education 
          Caloocan University   

          City of Caloocan, Philippines                       
Personal Details        
Status


 : Married

Nationality 
     : Filipino

Date of Birth
 : 26 May 1984

Visa Status
     : Visit Visa 
I hereby certify that the above entries are true and correct to the best of my knowledge and belief.
Czaerin 
