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RIAN 
Email: rian.355850@2freemail.com 

Qualification Summary
· Presently employed but can join immediately

· Having more than 11years experience in the administration department as General Secretary and Accounting Assistant

· Good knowledge in Information Technology field-because of experience and education in the area of Computer Science 

· Familiar in documents preparation relating to submission of application in Government Ministries (company formation, visa application – employment, residence, visit and others).  Also familiar with U.A.E labour laws.
· Well experienced in preparation of Quotation, LPO, Invoice and Market Report.
· Knowledgeable in accounting related report preparation like sales report and financial statement and other accounting entries.
· Strongly support Team Work – recognizes that working as a team and building bridges among colleagues is important to the growth of the company with which I serve


Work history

Secretary cum Accounting Assistant -  Four Directions Group, Dubai - UAE
March 2013 – Present

4DirectionsGroup is a Dubai based business services firm that assist international organizations to find their fortune in Dubai. We specialize in company formation set-up,  visa acquisition processes as well as accomplishing other required procedures mandated by UAE government.

· Receives and distributes relevant information to and from internal and external sources by telephone, email and in person
· Arrange materials required for company meetings and presentation
· Keeping ready documents to be submitted to different government agencies for trade license and visa applications
· Welcome clients and attend to their queries
· Work as purchaser, deals with travel agents, hotels and rent a car companies for  reservation
· Accounting report preparation. Invoicing.  Daily sales report entry.
· Acts as an Information Technology support staff when necessary to connect network and printers, share files and install softwares
Secretary cum Accounting Staff - CAMSTAR General Trading LLC, Dubai - UAE
October 2010 – March 2013
Camstar General Trading LLC is a leading Stockist and Distributor of Industrial products in the Gulf region of United Arab Emirates
· Receives and monitor emails, making sure it will be responded accordingly
· Performs administrative duties / general clerical work which includes drafting letters & certificates

· Receives, directs and log incoming calls 

· Prepares Invoices, Delivery Order, Purchase Order and Quotations

· Accounts entry of data such as Purchases, Stocks and Bank Statements

· Provide assistance to staffs concerning usage and installation of computer software & hardware, including computer networking 

Secretary cum Accounting Staff – Mohd. Abdulla Sharbatly Fruits Est.
October 2006 – March 2010
A leading food distributor based in Saudi Arabia. 
· Receives and monitor emails, making sure it will be responded accordingly

· Receives and distributes relevant information to and from internal and external sources by telephone, email and in person

· Performs administrative duties / general clerical work

· Organizing the General Manager’s emails and files for future retrieval

· Preparing reports such as Market Price, Cost Price & Stocks

· Preparing Invoices & Delivery Orders
· Provide assistance to staffs concerning usage and installation of computer software & hardware, including computer networking

Education and Training
Bachelor of Science in Computer Science – Undergraduate with 54 units completed

AMA Computer College & Central Colleges of the Philippines

March 2004 to March 2005

Achievement: President’s Lister and Dean’s Lister

Bachelor of Science in Accountancy – Undergraduate with 17 units completed

Silliman University,Dumaguete City, Philippines

June 1995 to October 1995

Tally Accounting Software Training – Course Completed
Zabeel Institute, Bur Dubai, United Arab Emirates

April 2011 to May 2011

MCSE (Microsoft Certified System Engineer) - Course Completed
Informatics Cultural and Computer Institute, Sharjah, United Arab Emirates

Sept 2007 to Dec 2007

Excellent Grade Mark Received

Computer Technician – Course Completed

 Xavier Technical Training Center Corporation, Mandaluyong City, Philippines

June 2005 to July 2005
