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ROBIE
Abu Dhabi, UAE
ROBIE.338156@2freemail.com 

To succeed in an environment of growth and excellence and earn a job which provides me job satisfaction and self-development and help me achieve personal as well as organizational goals.


Excellent verbal and written skills, Excellent communication skills, Logical thinking abilities, Decision making capabilities, Leadership skills, Ability to multitask, Teamwork skills, Administrative and organizational skills, Strong customer service skills, Maintains good relationship with people, Excellent time management skills, Ability to meet deadlines.
Areas of Expertise:

· General Administration

· Secretarial

· Management

· Customer Service


Bachelor of Science in Business Administration major in Shipping and Business Management

John B. Lacson Foundation Maritime University-Molo, Inc.

      2011-2015

· STUDENT AIDE (2012-2015)

John B. Lacson Foundation Inc. (Accounting Office)

· Encode and file Official Receipts
· FileDeposit Slips
· Disseminate internal communications
· Prepare Shipping Companies’ Statement of Accounts
· Deposit Cheque for Payroll
· Answer phone calls and customer inquires

· Monitor and prints daily time card of employees

· Training Assistant (2015-2016)

Excellence & Competency Training Center, Inc. –Iloilo Branch
· Check that the training equipments are working efficiently

· Assist the managers in making the lesson plans for the training program

· Schedule the appropriate classroom and prepares the physical set up

· Assist the seafarers in their TCROA, certificates and training related materials

· File documents

· Operate various machines such as computer, fax machine, scanner and photocopier

· On-the-job Training (200 Hours)

Iloilo Provincial Government (Human Resource Management and Development Office)
· Assist in giving a scholarship exam
· Encoding
· Prepare and mail documents

· Provide information by answering queries and requests

· Spread Sheet Application

RRLS- Information and Communication Technology Academy

M.H. delPilar St., Molo, Iloilo City
· Work Ethics and Values Clarification Seminar

CSM Function Hall, JBLFMU- Molo

M.H. delPilar St., Molo, Iloilo City

· BSP Economic and Financial Learning Program (BSP-EFLP)

Kalantiao Hall of Sarabia Manor Hotel

General Luna St., Iloilo City

Date of Birth:

19 September 1994
Place of Birth:

Guimbal Iloilo City, Philippines

Age:


22
Citizenship:                 Filipino
Religion:

Roman Catholic
Marital Status: 
Single
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