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JONAL
Email: jonal.33133@2freemail.com
OBJECTIVE:  
To be able to look for a competitive job, giving highly performance service to      its clientele through customer service satisfaction.
WORK EXPERIENCE:
Company

:
AL QADERA GENERAL TRADING LLC
Position

:
Secretary/Receptionist
Date


:
February 24, 2015 
Job Details:

· Answers telephone system for the purpose of screening calls, transferring calls, responding to inquiries and/or taking messages.
· Maintains building information (e.g. use schedules, staff directories, emergency contacts, etc.) for the purpose of providing reference information

· Performs general secretarial and clerical functions (e.g. scheduling, copying, faxing, data entry, filing, etc.) for the purpose of supporting office operations.
· Receives a variety of items (e.g. mail, special deliveries, packages, supplies, etc.) for the purpose of distributing materials to appropriate parties.
· direct persons to correct destination
· prepare correspondence and documents
· Organize conference and meeting room bookings.
Company

:
MEDWAY UNIVERSAL LIMITED (Real estate Company)
Position

:
Secretary/Receptionist

Date


:
February 24, 2015

Job Details:
· Answer telephones and take messages; distribute incoming mail; operate scanners, facsimile machines and photocopiers.
·  Create documents, spreadsheets and presentations.
· Provide clerical support to agents and brokers during the sales process. This involves photocopying sales documents, scheduling closing dates and securing public information about a property.
· Handle and process customer needs and requirements relating to real estate deals.
· Prepare drafts, agreements, leases and other related documents.
· Interact, plan and schedule meetings and conferences between owners and project developers.
· Maintaining all official records and keeping them updated.

· Arranging travel and accommodation for employer and clients as and when required.

· Drafting and maintaining legal documents (various types of contracts).

Company

:
GRUPO  MARILEN INCORPORATED

Position

:
Accounts Receivable Custodian

Date


:
April 29, 2013 up to December 2015 
Job Details:

· Safekeeping of original copy of receipts which represent receivables.

· Validating completeness of delivery receipts served by the warehouse manager, by comparing it against the daily system generated summary of delivery receipts.

· Preparation of accounts receivable aging.

· Prompt collection of account receivables (with reference to the approved terms & discount percentage per account).

· Ensures compliance of the policies & guidelines of the company pertaining to the extension of credit and cash sales.

· Checks van stock balancing (noting van cash & stocks shortages/overages for salary deductions).

· Answered telephones and transferred calls to appropriate staff members. 
· Sorted and distributed incoming communication data, including faxes, letters and emails.
· Monitored and maintained the organization’s files. 
· Interacted with organizational staff, executives, clients, vendors and visitors on a daily basis.
· Established and implemented administrative policies and procedures for the office. 
· Filed and recorded corporate documentation, electronic files, inventories and reports. 
QUALIFICATIONS:

· Dedicated and hardworking individual

· Exposed and actively involved in the community

· Ability to advance to a higher job levels with active efforts toward self-development and advancement

· Willing to render overtime

· God-fearing woman

· Possess a work ethic that includes neatness, punctuality and accuracy.
· Fast learner and can work hard without supervision
· Communicate effectively with staff/executives – Effective verbal/written communication skills.
· Attention to detail, excellent planning, organizing and time management skills. 
· Oriented in Microsoft Office applications such as:

· Microsoft Office Word

· Microsoft Office Excel
EDUCATIONAL BACKGROUND:

Tertiary Education
:         PATRIA SABLE CORPUS COLLEGE




          Santiago City, Isabela

                                              Bachelor of Science in Business Administration Major in                                                    


           Marketing.
PERSONAL INFORMATION:

Gender
:


Female

Date of Birth
:


February 1, 1993

Place of Birth
:


Bugallon Proper, Ramon Isabela, Philippines
Civil Status
:


Single

Religion
:


Roman Catholic

Nationality
:


Filipino

Height            :


5’7
Weigh

:


50
JONALYN
Applicant
