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Rosemalyn.344652@2freemail.com

OBJECTIVE: To adopt and gain knowledge in this field as well as to share my experience to the continuous satisfaction of your company. I would also appreciate having more opportunities for personal and professional growth.

Training Course: Basics Accounting Concepts & Personal Budgeting

Company Name: Filipino Association for Computer Excellence (FACE)

Office Address: Philippine Consulate Dubai (UAE)

Conducted two months training in Polo Owwa Philippines 06-Nov-2015

                                                                               WORKING EXPERIENCE:
Position

: Administrative cum Purchasing 
Company Name
: Mega Oasis General Trading LLC
Office Address  
 : Silver Island Bldg Shop#24 Baniyas Square Dubai UAE
Employment Date: May 30-2015 January 25-2017
Duties and Responsibilities:
· Provides and maintains a filing system
· Corresponds Emails and Inquiry
· Produces and distributes correspondence memos, letter, faxes and forms

· Contributes to team effort by accomplishing related results as needed.

· Maintain supplies inventory by checking stock to determine inventory level;

· Anticipating needed, supplies, placing and expediting orders for supplies, verifying receipt of supplies

· In charge of providing invoices, follow up and collect payments from clients.

· Updates internal data and weekly reports.

· Making LPO and Quotation

· Process monthly expense reports, attendance and annual vacation records to the entire department.
· Preparing documents for processing Employment Visa and Trade License

· Preparing Job Offer for the employee
Position

 : HR Administrator
Company Name
 : MadMedia LLC -
Office Address  
 : DIP1 Dubai Investment Park 1-Jebel Ali Warehouse #1&2 
Employment Date: April 10 -2015 – June 1-2016
Duties and Responsibilities:
· Answering written and verbal requests and inquires for routine information, receiving telephone and personal callers and routing them to the proper employees. Take the messages and provide to the appropriate employees Receiving fax and mails and distributing.
· Correspond Emails and inquiry

· Preparing documents for processing Employment Visa and Trade License

· Preparing Job Offer for the employee

· Handling office stationery, ensure attendance records in the office, maintain confidentiality while handling office documents, files/papers and monitor the mails/faxes that concerned departments receive from various sources.
· Prepare bid awards requiring board approval
· Handling petty cash.

· Ensuring the safe custody and proper use of company seals

· Prepares invoices and payments of claims, requisitions, and purchase orders.

· Preparing enquiries for suppliers/ clients.

· Preparing correspondence letter
· Follow Up Payment
· Purchasing 

· Document Controller

· Using QuickBooks System Software

· Balancing and Monitoring SOA weekly.
 Receptionist cum – Reservation
 Company Address: St George Hotel (Creek) Al Ras Dubai
 Date: October 2013
· Greet visitors and assists guest and set for an appointment.


· Answering written and verbal requests and inquires for routine information, receiving telephone and personal callers and routing them to the proper employees. Take the messages and provide to the appropriate Guest.

· Preparation of monthly reports, banking and handling petty cash.

· Scanning in C.I.D system all documents (Passport Id).  Make reservation.

         Ensuring good service is being offered to our clients as well as quality
Sales Associate cum Cashier

Company name: Capricorn – Thomson Group Of Company
Company Address: Dubai, UAE

Date: June 2011- Sept 2013- Finish Contract

· Take responsibility as to the custody of the money in the cash register.
· Greet the Customer with a smile and in courteous manner.
· Maintain harmonious working relation among the team
· Submit weekly report and Inventory monthly.
HRD/ADMIN OFFICER

    Period Cover: May 2006/2010

    Company: Sun Logistics Technology Inc.

· Undertake Sourcing of applicants including prescreening of applicants.

· Endorses applicants resume and test results to Hr Administration manager for interview

· Issues employments requirements conduct new hires orientation.
· Decides Communicates with HR Department regarding the memo that needs to be issued to employee.
PERSONAL INFORMATION

Nationality: 
Filipino

Religion: 
Roman Catholic
Marital Status:   Single                 
 Visa Status:        Cancelled Visa
