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JOCELYN

 JOCELYN.333688@2freemail.com 
CAREER OBJECTIVE

· To put in application of my capabilities and qualifications in order to achieve personal and professional growth as well as to give an opportunity to prove myself as competent employee and to contribute to the best interest of the company and clients whom I will be working with. 

QUALIFICATION HIGHLIGHTS

· Areas of Specialization:   (a) Administrative Officer
(b) Payroll & Accounts Assistant
(b) Inventory Management
· Over 4 years cumulative experience in the field of commercial operations, having an expertise in the field of Logistics, Sales Administration, Customer and Management Support.
· Bachelor of Science in Hotel & Restaurant Management graduate.
· Highly experienced in handling Administrative duties.
· Proficient in providing project support to different work teams based on the company’s standard policies and procedures.

· Demonstrated ability to provide excellent services and support to company.
· Well-rounded person. Able to handle Inventory, accounts and perform various clerical and secretarial duties and responsibilities
· Quick learner with the ability to rapidly achieve organizational integration, assimilate job requirements and employ new ideas/concept when required.
· Extensive experience and sound ability to manage keep track of records, files and documents in relation to inventory.
· Highly proficient with Microsoft Windows Operating System and other windows based applications.
· Strong ability to work under pressure and able to meet targets and deadlines.
· Very good written and verbal communication skills. 

PROFESSIONAL EXPERIENCE

Al Falah Ready Mix 


P.O. Box 35090 Dubai, United Arab Emirates 
Administrative Officer






January 2016 - Present
Key Responsibilities:
· Implementation of company’s policies and procedures for Engineers and Office Staff to enhance department performance and efficiency. 

·  Monitoring of quotation, customer LPO and Concrete delivery. 
· Preparing the daily Concrete schedule

· Maintaining records of files & other documents.
· Accepting and receiving concrete sales order

· Organize travel schedules and book reservations.
· Open & distribute incoming electronic mail & other material to co-ordinate to all departments.

· Schedule & verify appointments & meeting of Managers.

· Prepare, records, Check & proofread correspondence, invoices, presentations, brochures, report & other relevant material.
Chili’s Bar & Grill
Greenbelt 5, Ayala Avenue, Makati City, Philippines 
From: June 2009 - February 2015



Administrative Officer



                      
April 2012 – November 2015 
Key Responsibilities:

· Monthly report and report to principal and management
· Preparing statutory accounts ( Prepare daily sales & journal entry)
· Working with spreadsheet, sales & purchase ledgers & Journals.

· Managing Petty cash Transaction
· Planning & scheduling meeting

· Helping the manager in conference
· Reconciling finance
· Facilitate timely requisition processing for stock replenishment
· Discussing with HR regarding employee packages

· Handle managerial duties in absence of manager

· Regular interaction with all the staff member including technical department.

EDUCATIONAL BACKGROUND

College



Bachelor of Science in Hotel & Restaurant Management
(2012)




Lyceum of the Philippines, Manila


PERSONAL INFORMATION


Nationality

: 
Filipino
Date of Birth

:
December 9, 1991
Birth Place

:
Philippines
Sex


:
Female
Civil Status

:
Single

Availability

:
Two Weeks
Language Spoken
:
English, Tagalog

Note:  Personal references shall be provided upon request.

+971 50 215 7094
                       duavejocelyn@yahoo.com 
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