
[image: image1.jpg]


RACHELLE

Rachelle.338504@2freemail.com
CAREER OBJECTIVE

To obtain gainful insight and be able to contribute to the attainment of the company’s goals and objectives and at the same time, improve on competencies and achieve personal and eventually career goals, in relation to my chosen field of Accountancy.
WORK EXPERIENCE
Executive Secretary and Sales Coordinator

CIH Real Estate Brokerage

Latifa Tower, Sheikh Zayed Road, Dubai

November 2015 – January 2017

Responsibilities include:

· Assisting the sales team with administrative, advertising and marketing needs. Processes ads listings and tenancy contracts. 
· Set-up property unit files, track and manage sales contract files. 
· Assist with weekly reports and special projects as needed. 
· Coordinate and attend marketing events. 
· Manage office supply inventory and order supplies as needed.
·  Assist with preparation of expense reports. Filing and checking paperwork.
·  Maintaining executive’s agenda and assist in planning appointments. 
· Make travel arrangements for executives.
·  Prepare invoices or financial statements. 
· Conduct research and prepare presentations or reports as assigned.
Accounting Staff assigned to the Treasury Department

Planet Sports, Inc.

Corporate Head Office

Rockwell, Makati City
April 2014- June 2014
Responsibilities include: 
· Preparation of disbursement vouchers, payroll, check payments/encashment and other related accounting tasks that are assigned from time to time by supervisor. 
· Maintain existing filing system and assist in sorting and filing appropriate paperwork in designated files. 
· Prepare mailings and priority shipments for the Finance/Accounting Department. 
· Prepare labels and maintain files as needed within the department.
SKILLS

Above average analytical skills
Computer literate especially with basic windows applications

Fluent in both oral and written English and Filipino

Hardworking and willing to learn

Can handle tasks with minimal supervision

Can work under pressure
EDUCATIONAL ATTAINMENT

GRADUATE in BACHELOR OF SCIENCE IN ACCOUNTANCY

Philippine School of Business Administration

Aurora Blvd., Quezon City
Metro Manila, Philippines
2011- 2014

BACHELOR OF SCIENCE IN ACCOUNTANCY

St. Paul University of Quezon City
Aurora Blvd., Quezon City

Metro Manila, Philippines
2010-2011

PERSONAL INFORMATION

Marital Status: Single

Nationality: Filipino

Religion: Roman Catholic

Weight: 53 kg

Height: 5 ft. 4 in.









