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CORE COMPETENCIES:
· Adequate exposure in office and clerical documents and works.
·  Proficiency in computer such as MS Word, Excel and Power Point and exploring the internet
· Articulate command of the english language in both written and oral communication.
· Accustomed to a fast-paced environment where deadlines are a priority and handling multiple jobs simultaneously.
· Exhibit intelligence, common sense, initiative, maturity, stability, demonstrate flexibility and persistence
· Friendly and effective working with people of different ages, backgrounds and temperaments.
OBJECTIVE:

To be part of your team in aiming for success. Through practicing my learning in the field of Management Accounting that will challenge and strengthen my education and professional skills; and eventually gain more knowledge for me to be fitted for a position of responsibility where diligence and initiative is needed. 
WORK EXPERIENCE:
ADMINISTRATIVE ASSISTANT /SECRETARY/ PURCHASING ASSISTANT

ORIENT STAR INTERNATIONAL

AL SALWA RD, DOHA, QATAR
October 2, 2016 to Present
DUTIES AND RESPONSIBILITIES:

· Answering telephone calls

· Sending and receiving important emails, correspondence memos, letters, faxes and forms
· Arranging appointments
· Develop and maintain a filing system

· Making quotations, invoices, purchase orders

· Responsible for generating, tracking and communicating quoting activities for customers and suppliers

BOOKKEEPER IN CHARGE OF INVENTORY
ADDESSA CORPORATION
LA UNION, PHILIPPINES
August 26, 2014 to August 31, 2016
DUTIES AND RESPONSIBILITIES:

· Managing incoming and outgoing supplies and products

· Compile, maintain and update records of type, quantity and value of material, sale, equipment, merchandise or supplies in establishment.
· Compare and verify computer data with physical count of stocks and investigate reasons and reconcile for discrepancies if there is any

· Check and file information on receipts of stocks from suppliers and disbursements of supplies and cost

· Prepare reports on price lists, inventory balance and shortages.

· Reliever of the warehouseman if he/she is not around.

· Prepares list of depleted stocks and recommends survey of defective or unusable stocks.

TEAM SUPERVISOR- CENSUS

AND

DATA ENCODER
NATIONAL STATISTICS OFFICE
La Union, Philippines
February 18, 2013- July 15, 2014
DUTIES AND RESPONSIBILITIES:










· Responsible on supervising works of the members (enumerators) who does the survey or census.
· Checking and Verifying the documents and reports of the enumerators.

· Monitoring and checking discrepancies on information.

· Inputting information about surveys into the computer.

PERSONAL DATA:
                   Date of Birth:

                           October 31, 1991

                   Place of Birth:

                           San Fernando City, La Union, Philippines

                   Nationality:

                                        Filipino


                   Religion:

                                         Roman Catholic


                   Sex:


                                         Female


                   Height:


                            5’2”


                   Civil Status:

                                         Single


      Address in Qatar:



  Al Saad Doha, Qatar


EDUCATIONAL BACKROUND:

Tertiary:





University:
      Saint Louis University





      Baguio City, Philippines




Course/ Degree:     Bachelor of Science in Management Accounting



Year:

      2008- 2012


             Secondary:



School:
                   Christ the King College





      San Fernando City, La Union, Philippines




Year:

      2004-2008
              Primary:



School:    
      Christ the King College






      San Fernando City, La Union, Philippines

Year:

      1998-2004
TRAINING / SEMINAR:
ACCOUNTING CLERK
Office of the City Accountant
City Government of Baguio
September 2012
I, the undersigned certify that all information contained herein are true and correct to the best of my knowledge.

