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Educational Background

· Tertiary:

Course



Associate in Office Administration



School



Microcity Computer College

Address


City of Balanga, Bataan






Philippines

Date Graduated


April 5, 2002
· Professionals Skills

Computer Literate (MS Word, MS Excel, MS PowerPoint, MS Acess)

Data Encoding


Photography 

Tally
· Working Experience

Company



Position


Month/Year

Jewel Traders


Secretary cum Accountant 

March 2008 up to present
· Responsible for  phone calls (outgoing and incoming calls)

· Downloading and checking email and typing all correspondence mail.

· Contacting suppliers and negotiating price for buyers order.

· Typing Profoma Invoice for the new order, making Invoices, Packing List and other documents needed for the shipment of goods

· Preparing the copy documents needs for exporting and importing of all the shipment.
· Arranging the container through agent once goods are ready to load.

· Arranging original documents for sending through courier.

· Preparing the accounts such as debit note, commission and payments. Receivables’ and payables.
· Entering all the orders, shipment made in the registered book of accounts.

· Checking if the debited and credited amount are tally in registered book.

· Presenting the annual statement of accounts at the 1st month of a year.

Super Brother Cleaning Services
Secretary/Sales

Dec. 2006-Feb.2008

Hamriya Port Dubai

· Responsible for the incoming and call out going
· Responsible for the accounts

· Responsible for all office work

· Doing sales marketing and telemarketing to got a project.
Breakfast to Breakfast 


Secretary


June 2006- Dec. 2006
Al Rigga, Dubai

· Encoding everyday sales.

· Encoding everyday food items coming in and going out.
· Writing cheque for the suppliers.
· Doing monthly salary of the staff.
Summer Night Internet Café

Computer Staff


March 2006-June 2006

· Assisting customer

· Making some file for the customer

· Making Cv for the customer

· Helping customers in to access in the internet
Art World Studio


Studio in Charge

March 2004- March 2006


Al Rigga Deira, Dubai


· Taking Photograph and Printing

· Assisting Customers

· Cashier

· In charge in Accounts (profit and loss)

· Checking the Stocks and Inventory

· Over all studio in charge


Breakfast to Breakfast


Cashier


Sept. 2003-March 2004

Al Riqqa, Dubai
· Handling all incoming calls (8 lines)
· Taking an order dine in or take out

· Responsible for the money

· Character Traits

Hardworking and active
Can work under pressure

Can work at least minimum supervision.
· Personal Profile

Date of Birth



-
May 18, 1983

Place of Birth



-
City of Balanga, Bataan, Philippines

Age




-
33
Civil Status



-
Married
Nationality



-
Filipino

Height




-
5’4”

Weight




-
60kg
Husband



-
Rafael Nova

Language known


-
English and Filipino 


Visa Status



-
Company Visa 
