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AGNES

Agnes.344700@2freemail.com 
 

	Career Objective:
	Seeking a position in an office environment, where there is a need for a variety of office management tasks including – computer knowledge, organizational abilities, business intelligence and database program use. To obtain a position that will enable me to use my strong organizational skills, educational background and ability to work well with people. And to be employed and excel on my field of expertise.

	Personal Information
	· Currently With Employment Visa
· Civil status:  Single
· Place of Birth: Kidapawan City, Philippines

· Nationality: Filipino

· Age: 31 years old
· Height  : 5’’ ft
· Weight : 50 kg


	Skills
	· Computer Literate: Microsoft Office Word/Excel/PowerPoint

· Proficient in written and oral communication (English)

· Flexible, can deal with different types of people

· A team player and can also work alone with minimal supervision

· Willing to be trained, can work under pressure

· Has a high tolerance for stress



	Educational Attainment
	COLLEGE





June 2002 – March 2008    Notre Dame of Kidapawan College        

                                       Datu Ingkal St.,Kidapawan City, Philippines

                                       Bachelor of Science in Commerce 

                                          (Major in Management-Accounting)

HIGH SCHOOL

June 1998 March 2002    Kidapawan City National High School    

                                    Roxas Street,Kidapawan City, Philippines

ELEMENTARY

June 1992 March 1998   Kidapawan City Pilot Elementary School

                                  Quezon Blvd.,  Kidapawan City , Philippines       



	Academic Related

 Activities

Trainings                                                                                     

	· 4th Year Representative (Junior Philippine Council of Management – 2008)

· School Representative (Students in Free Enterprise – 2007)

· Leadership Awardee (Notre Dame of Kidapawan College – 2007)

· Quickbook Accounting System

               ( Abu Dhabi, United Arab Emirates – October 2015)



	Employment History
	September 2015 – Present

MARINA FOR FIRE EQUIPMENT and SAFETY SERVICES
    Musaffah Industrial Area, Abu Dhabi, United Arab Emirates

     Position 
              :  ACCOUNTING STAFF/SECRETARY
     Roles and Functions    :

•
Prepares monthly and annual financial reports and statements
· Monitors accounts receivable and accounts payable
· Preparing monthly and annual expenditures

· Reconcile customer balances and make appropriate corrections
· Making Local Purchase Orders and Quotations

· Preparing Invoices and Delivery Notes for clients
· Inputting volume invoices into Quickbooks Accounting Software
· Filing of Invoices, Delivery Notes and Bills for Expenses
· Responsible for controlling the numbering, filing, sorting and retrieval of electronically stored or hard copy documentation in accurate manner.
· Monitoring of Warehouse Items through Monthly Inventory

June 2013 – April 2015 
Central Mindanao Multi-Purpose Cooperative

Kidapawan City, Philippines

Position 
         :  LIAISON OFFICER/SECRETARY
Roles and Functions    :

· Follow up and process collections

· Transact and submit pertinent documents to the agency

· Received and delivers communication between company and agency

October 2010 – April 2013

VIRGO GASOLINE STATION

Kidapawan City Philippines

Position 
         : STATION MANAGER

Roles and Functions    :

· Responsible for day-to-day operations

· Ordering, monitoring and stocks inventory

· All controllable expenses such as cash ,profits, sales, loss and shortages

· Scheduling, training and supervising employees.

· Implementing store image and policies.

November 2008 – June 2009

VICENTE T. LAO CONSTRUCTION CORPORATION

Davao City, Philippines

Position                 : ENGINEERING STAFF 

Roles and Functions: 

· Perform basic clerical and office responsibilities

· Report directly to Project Managers

· Visiting on site activities

· Preparing Monthly Reports and ongoing Projects Accomplishments

· Checking and monitoring overtime

· Emailing Monthly Reports to head office





Character References upon request.
