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Maria
Maria.339339@2freemail.com 
 

OBJECTIVE

To obtain a meaningful and challenging position that enables me to learn and allows for advancement.

SKILLS

· Excellent in English/ Tagalog
· Proficient in Computer Programs such as MS Word, Excel, Powerpoint and Visio

· Knowledgeable in Java Programming, MS Visual Basic 6.0 and Turbo-C
WORKING EXPERIENCES

Accounts Receivables


Gulf Manufacturing Co. LLC


Sharjah, UAE


September 1, 2015 – January 31, 2017
· posts customer payments by recording cash, cheques, and bank transfer transactions.
· updates receivables by totaling unpaid invoices.

· verifies validity of account discrepancies by obtaining and investigating information from sales department, and from customers;

· resolves valid or authorized deductions by entering adjusting entries.

· resolves invalid or unauthorized deductions by following pending deductions procedures.

· resolves collections by examining customer payment plans, payment history, credit line; coordinating contact with sales department.

· preparing Daily Sales Report
· protects organization's value by keeping information confidential.

Receptionist

Gulf Manufacturing Co. LLC

Sharjah, UAE


December 27, 2014 – August 31, 2015
· welcome visitors by greeting them, in person or on the telephone; answering or referring inquiries
· direct visitors by maintaining employee and department directories; giving instructions
· maintain security by following procedures; monitoring logbook; issuing visitor badges
· maintain telecommunication system by following manufacturer's instructions for house phone and console operation
· maintain safe and clean reception area by complying with procedures, rules, and regulations
· maintain continuity among work teams by documenting and communicating actions, irregularities, and continuing needs
· contributes to team effort by accomplishing related results as needed
Administrative Staff
Tropical Fruit Asia Corporated Phil.



March 4, 2012 – August 20, 2014

· reporting to the general manager

· filing all the invoices

· making quotation

· delivery note
· assist the staff in production

· keeping all staff documents
· doing monthly inventory

· assist and follow up clients
Vault Keeper
Villarica Pawnshop Inc. Phil.     
April 22 ,2008 – February 28, 2012           
· assign employees to specific duties.

· examine merchandise to ensure that it is correctly priced and displayed and that it functions as advertised.

· direct and supervise employees engaged in sales, inventory- taking, reconciling cash receipts, or in performing services for customers.

· perform work activities of subordinates, such as cleaning  and organizing shelves and displays and selling merchandise.
· enforce safety, health, and security rules. 

· monitor sales activities

· examine products purchased for resale or received for storage to assess the ondition of each product or item.

· estimate consumer demand and determine the types and amounts of goods to be sold.

· keep records of purchases, sales, and requisitions.

           Cashier
           Villarica Pawnshop Inc. Phil.

           November 16, 2007 - April 21, 2008

· receive payment by cash and issued receipt
· count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
· establish or identify prices of goods, services or admission, and tabulate bills using calculators & cash registers

· pay company bills by cash, vouchers, or checks.
Clerk
Villarica Pawnshop Inc. Phil

June 8, 2007- November 15, 2007

· collect, count, and disburse money, do basic bookkeeping 
· communicate with customers, employees, and other individuals to answer questions, disseminate or explain information                                                                                                                                                                                                                          
· compile, copy, sort, and file records of pawnshop activities, business transactions, and other activities.

· process and prepare documents, such as business or government forms and expense reports.

EDUCATIONAL BACKGROUND

TERTIARY

:
Bulacan State University




2003-2007





City of Malolos, Bulacan

Bachelor of Science in Mathematics
  Major in Computer Science

SEMINAR / TRAINING ATTENDED

On-The-Job Training
National Power Corporation Phil.



Computer Programming and Simulation with Emphasis on Macromedia Flash

I hereby certify that all aforementioned information are true and correct to the best of my knowledge.

                                                                                                                                                                                                                 _________________
