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Joanna

Dubai, United Arab Emirates 

Email – Joanna.345156@2freemail.com 

Personal Statement
Career Objective: To obtain a position that will enable me to use my strong organizational skills, educational background and ability to work well with people. 

Key Skills 

· Hardworking and able to work under pressure 

· Strong communication skills in English 

· Ability to follow oral and written instructions 

· Ability to maintain accurate records 

· Effective in multi-tasking, flexible, fast learner and trustworthy 

Computer Knowledge 

· Microsoft Excel, Word 

· Websales and Fintrack 

Employment 

Royce Credit and Financial Services Inc., Cabanatuan City, Philippines

Accounts cum Admin

June 2015 - December 2016 

Responsibilities
· Handling incoming calls and queries from prospective clients

· Assisting clients effectively

· Dealing with clients complaints and concerns

· Encoding of receipts of payments of individual customer 

· Preparing cheques/cash payment voucher 

· Maintenance of payroll and staff register 

· Reliever when other Sales person is on vacation 

· Assisting bank transfers and bank transactions 

· Encoding of reports received from suppliers 

· Preparing/checking/encoding of invoices 

· Preparing of Weekly Commission Fund Summary Report 

· Preparing monthly sales report 

· Handling petty cash and Commission Fund 

· Monitoring daily cash position report 

· Monitoring of Registration Fund 

· Bank reconciliation

Educational Background

Bachelor of Science in Business Administration Major in Marketing 

Nueva Ecija University of Science and Technology, Cabanatuan City, Philippines 

2011 - 2015 
Personal Details

Nationality:
Filipino 
Date of Birth:
July 21, 1995
Marital Status: 
Single 
Visa Status:
Visit visa
