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Professional Overview
Highly dependable and industrious professional with 5-year hands-on experience in office support roles. Excellent organizational skills with proven ability to manage complex tasks while maintaining highest standards of professionalism.
Key Skills and Competencies:
· Strong organizational, administrative and analytical skills
· Excellent spelling, proofreading and computer skills.
· Ability to maintain confidentiality.
· Excellent working knowledge of all Microsoft Office packages.
· Ability to produce consistently accurate work even whilst under pressure.
· Ability to multi task and manage conflicting demands.
Employment History:
 Mechanical Ent. Co. LLC
-
June 2014 - Present
Secretary/ Document Controller
Maintenance of irrigation & landscaping of Ruwais Refinery &Ruwais Industrial Area

(November 2014 – May 2015)
Saadiyat Island Utilities Infrastructure & Landscape Operation, Maintenance & Repair

(June 2014 – June 2016)
Mafraq Steel Fabrication Workshop

(June 2016 – Present)
· Admin Secretary of  Workshop Manager
· Inventory Controller (Fixed Assets)
· HR Coordinator
· Accounting assistant

· Preparing Monthly Timesheet (MS Excel to Oracle)
· Preparing pettycash voucher for cash invoices
· Prepare invoices and delivery notes for workshop work orders
· Follow up purchase orders
· Keeping records of daily work activities
· Coordinating with HR main office of any HR related works.
· Preparing reports (daily, weekly, & monthly) for the routine works.
Puregold Price Club Inc.



-
November 2011 - April 2014
Admin Assistant/ Inventory Controller
· Provides administrative assistance to Office Admin and to the Auditor.
· Checking and updating the priceson the POS regularly.

· Making inventory adjustment on the MMS when necessary.
· Raising of purchase orders for Food, Non-food, Fresh or Produce, and Dairy

items.
· Preparing aging reports for the slow moving items

· Facilitates monthly and annual countof items of each department.
Achievement:
Employee of the Month (February 2012)
Puregold Price Club Inc.

Personal Data:

Date of Birth


:

August 30, 1990


Place of Birth


:

San Antonio, Arayat, Pampanga, Philippines

Age



:

26 yrs. old


Nationality


:

Filipino


Civil Status


:

Single

Educational Attainment:

Bachelor of Science in Hotel &

Restaurant Management

Batch 2007-2011
St. Nicolas College of Business & Technology

Olongapo-Gapan Road, City of San Fernando

Pampanga, Philippines
I hereby certify that the above statements are true and correct to the best of my knowledge and belief.


�


________________________


Address:


Najda St., Abu Dhabi, UAE


________________________


________________________











Qualification:


BS Hotel and Restaurant Management


________________________


Career Summary:


Secretary/ Document Controller


Bin Ham Electro Mechanical


(June 2014 – Present)





Mafraq Steel Fabrication Workshop


Saadiyat Island TDIC Project


RuwaisTakreer Project





Admin Assistant


Puregold Price Club Inc.


(November 2011 – April 2014)


________________________


Target Job :


Document Controller


Site Secretary


Admin Assistant


Data Encoder


Inventory Controller


Storekeeper
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To interview this candidate, please send your company name, vacancy, and salary offered details along with this or other CV Reference Numbers that you may have short listed from � HYPERLINK "http://www.gulfjobseeker.com/employer/cvdatabasepaid.php" �http://www.gulfjobseeker.com/employer/cvdatabasepaid.php� 


addressing to HR Consultant on email: � HYPERLINK "mailto:cvcontacts@gulfjobseekers.com" �cvcontacts@gulfjobseekers.com�


We will contact the candidate first to ensure their availability for your job 


and send you the quotation for our HR Consulting Fees.








