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JUANITO G. TEVAR
Bur Dubai, Dubai, UAE

Email Add: juanito.343626@2freemail.com
OBJECTIVE:
To work in a progressive firm that allow for growth and future advancement.
KEY SKILLS:                
· Computer literate
· Ability to work under pressure, with a hardworking & initiative approach.

· Resourceful and Fast learner
· Has a strong positive attitude and self-belief.

· Vibrant in performing assigned task, advance interpersonal communication and negotiation skills, and can facilitate successful inter action with clients and colleagues

· Flexible and committed to accomplish company goals
PROFFESSIONAL EXPERIENCES:
Position   
: OFFICE IN CHARGE/PRO
Company 
: Interior Design Studio JLT
Location   
: JLT Tower, DUBAI, UAE

Date        
: October 2008 – Till date 
· Managed all aspects of the office.  Inputting data, office errands, organizing incoming and    outgoing mails.

· Organized office operations and procedures
· Monitoring the out-going and incoming shipments
· Supervising shipments to respective clients. 
· Ensuring that the customer is properly handled for all types of inquiries and concerns.
· Responsible for all the orders, follow up ETD AND ETA of containers to different seaports. 

· PRO
Position   
: COLLECTOR/DELIVERY
Company 
: RT Trading
Location   
: CEBU CITY, PHILIPPINES
Date        
: August 2004- Sept 2008
· To follow up frequently for payment commitment.

· To reconcile at least one disputed account per day.

· Do the collection of cash in remote area.
· Deliver goods to the customers

Position   
: WAREHOUSEMAN
Company 
: Gaisano Metro
Location   
: CEBU CITY, PHILIPPINES
Date        
: JANUARY 2002 – 2003
· Manage the stocks from the warehouse   
· Prepare and deliver the goods requested by Department Heads of Dry Goods and Groceries.

· Prepare Inventory report for all stocks and prepare request order for the out of stocks 

· Prepare reports for the BO (Bad Orders) and return to suppliers.

TRAININGS ATTENDED

Basic Photography

OPPS- Overseas Pinoy Professional Photographers Society
January 2013 – March 2013

Adobe Photoshop Core
Filipino Digerati Association
January 2013 – March 2013

EDUCATIONAL ATTAINMENT

Course


: Bachelor of Science in Commerce Major in Marketing
School / University
: University of Mindanao Tagum College
Location

: Philippines

Date Graduate
d
: October 2000
PERSONAL INFORMATION
Age


: 41 years old

Date of Birth

: November 10, 1975
Citizenship

: Filipino
Marital Status

: Married
Languages Spoken
: English and Tagalog

Visa Status

: Employment Visa
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