Dear Sir/ Ma’am,

Greetings of a very pleasant good morning…

My name is Riza, I am seeking for a possible post in your esteemed organization where I can share my abilities and skills. I aim for a long term work experience to establish myself and my career. I am happy and ready to work in a challenging environment that provides greater opportunity to gain knowledge and to develop new skills. I’ve had years of experience in Sales and Secretarial job in UAE.
I would very much appreciate being given the opportunity to share my abilities and be a part of an esteemed organization where I can belong and excel.  Please find my attached curriculum vitae for your kind perusal.

Anticipating for your kind consideration.
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                 Curriculum Vitae of                                                                  
Ms. Riza
Riza.348791@2freemail.com  
OBJECTIVE
Aiming for a Role suitable to my qualifications and would actively work according to company standards/requirements that will allow me to utilize and improve my potentials, skills, knowledge and other capabilities to the fullest and be socially responsible at the same time.
WORK EXPERIENCE
February 2014-Present

Amazon Printing Press LLC (Sharjah U.A.E)

Receptionist /Executive Secretary / Sales /Accounts Clerk
· Welcome visitors by greeting them, in person or in the telephone; answering and referring inquiries
· Deliver excellent customer service at all time
· Fulfill reasonable request from the guest to ensure their comfort satisfaction and safety
· Organizing and storing paperwork’s, documents and computer based information

· Photocopying and printing various documents, sometimes on behalf of other colleagues.

· Keeping important documents attached with the files of clients with outstanding payments and updating them for settlement.

· Updating clients if their orders are ready for collection.

· Maintain accounting records by making copies; filing documents.

· Reconcile bank statement by comparing statements with general ledger.

· Maintains accounting databases by entering data into the computer; processing backups.

· Protect organization’s value by keeping information confidential.
· Introduce and up-sell materials and services of the company

· Arranging PO, Invoice, Quotation, Receipt Voucher and Delivery Notes.

· Handling payments and petty cash.
· Submit received payment to Head of Account Department and used QuickBooks Software for documenting receivables.

· Efficient, Respectful and Approachable at work.
January 2006- January 2014

PIONEER PRINTING PRESS (Sharjah U.A.E)

Assistant Administrator /Executive Secretary/Receptionist

· Using variety of software packages, such us Microsoft Word, Outlook, Excel, Access, to produce correspondence and documents and maintain presentations, records, spreadsheets and database.

· Devising and maintaining office systems

· Invoicing

· Organizing and storing paperwork’s, documents and computer based information

· Photocopying and printing various documents, sometimes on behalf of other colleagues.
· Reporting to the CEO on daily duties and reports

· Assisting clients on their inquiries. Walk – in or through emails.
· Checking all the deliveries
· Coordinates with the Assistant Manager and Head Administrator for a good flow of daily incoming jobs
· Keeping important documents attached with the files of clients with outstanding payments and updating them for settlement.
· Updating clients if their orders are ready for collection.
2005 - 2006


NATASHA SHOE & APPAREL





Assistant Secretary




Arranging the orders of the customers
2003- 2004


GAISANO MALL Legazpi City Philippines




Sales Lady




Performs Customer Service
1996- 2002


ULTRA PRINTING PRESS




Taguig Metro Manila, Philippines





BINDERY Employee






Preparing the material for delivery
Book Binding

Quality Control

PERSONAL BACKGROUND:
Skills: MS OFFICE, QUICK BOOK, DATA BASE FILEMAKER
EDUCATION:

College:


Secretarial

1998 - 2000


System Technology Institute

Secondary:


Pag -asa National High School
1992 - 1996
PERSONAL INFORMATION:

Date of Birth:


June 19, 1979
Place of Birth:


Philippines

Age:


37 years old

Sex:


Female

Civil Status:


Single
Nationality:


Filipino
Visa Status:


Working Visa
