

PROFESSIONAL EXPERIENCE
Gravity Zone Electromechanical LLC 

P.O. Box 90775, Al Quiyada

Dubai, United Arab Emirates

Office No.: (+971) 04 269 6637

Position 
:
Accounting Assist / Administrative Assistant / Secretary
(January 7, 2015 – Present)

Job Description:

· Balances cash drawer and prepares bank deposits on a daily basis. 
· Transfers funds from various bank accounts as necessary; balances and reconciles bank statements; issues stop payments on checks, reissues checks and clarifies NSF checks. 
· Maintains general and subsidiary ledgers and journals; posts debits and credits; records weekly receipts and balances with computer printout; examines and records financial transactions; charges to proper departmental accounts. 
· Prepares requisitions and general vouchers. 
· Maintains statistical records and prepares periodic reports. 
· Answers the telephone; takes and relays messages and responds to inquiries from the general public. 
· Enters changes of appropriate data into computer via on-line computer terminal and checks accuracy in entry. 
· May maintain inventory of department's office supplies and be responsible for researching and requesting bids for purchasing. 

· Keeps personal accounts for the Managing Director

· Takes minutes of meeting

· Schedule of meeting and business trips for MD

· Establish work procedures and schedules, and keep track of the daily work of clerical staff.
· Prepare and mail checks.
· Provide services to customers, such as order placement and account information.
· Review work done by others to check for correct spelling and grammar, ensure that company format policies are followed, and recommend revisions.
· Supervise other clerical staff, and provide training and orientation to new staff.
· Operate office equipment such as fax machines, copiers, and phone systems, and use computers for spreadsheet, word processing, database management, and other applications.
· Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals.
· Arrange conferences, meetings, and travel reservations for office personnel.
· Complete forms in accordance with company procedures.
· Compose, type, and distribute meeting notes, routine correspondence, and reports.
· Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons according to their needs.
· Locate and attach appropriate files to incoming correspondence requiring replies.
· Mail newsletters, promotional material, and other information.
· Maintain scheduling and event calendars.
· Make copies of correspondence and other printed material.
· Open, read, route, and distribute incoming mail and other material, and prepare answers to routine letters.
· Schedule and confirm appointments for clients, customers, or supervisors.
· Set up and maintain paper and electronic filing systems for records, correspondence, and other material.
· Conduct searches to find needed information, using such sources as the Internet.

JADIS Interiors LLC 

Dubai, United Arab Emirates

Position 
:
Tax Accounting Clerk / Admin Assistant

(March 21, 2015 – January 6, 2016)

Lobo Tailors LLC 

Dubai, United Arab Emirates

Position 
:
Tax Accounting Clerk / HR Executive / Admin Assistant

(December 16, 2010 – March 16, 2015)

Alkhebra Driving School 
Doha, QATAR

Position 
:
HR Assistant 

(March 25, 2009 – Aug 3, 2010)

ZANI Group of Companies 

Makati City, Philippines
Position 
:
Executive Assistant to the Chairman / Administrative Assistant 

(September 2008 – March 2009)

OASIS Airport Services Corporation subcontractor of

SWISSPORT Philippines, Inc. a subsidiary of

SWISSPORT International Ltd. 

Ninoy Aquino International Airport

Pasay City, Philippines 
Position 
:  Secretary / Material Expediter (Purchasing Assistant)/ Administrative Assistant  (September 16, 2003 – September 16, 2008)

Statefields School, Inc. (Property of Interhouse Corporation)

Molino, Bacoor Cavite, Philippines

Position
  :
EDP Staff / Junior Programmer 

(May 2, 2000 – September 10, 2000)

House Realty Corporation / Interhouse Corporation

Ayala, Madrigal Business Park, Philippines

Position
  :
Corporate Computer Secretary 

(January 21 – May 2, 2000)

Manila Jaycees, Inc.

Ermita, Manila, Philippines

Position
  :
Computer Secretary 

(June 4 – October 5, 1999)

AMA Computer Learning Center

Alabang, Muntinlupa City, Philippines 

Position
  :
Assistant Facilitator / Student Assistant

(October – December 5, 1998)


	SIGNIFICANT SEMINARS/TRAININGS
	

	
	

	Course / Title
	Institution

	· Airport Security Awareness Orientation Seminar
	Manila International Airport Authority – AOC

	· Aircraft Movement Area Safety Seminar
	Aircraft Ground Operations and  Safety Division - MIAA 

	· Advanced Computer Troubleshooting
	AMA – Association of Computer Technician Students

	· Basic Internet
	AMA – Association of Computer Technician Students

	· Add Life to WEB
	Macromedia



EDUCATION

Graduate 1999 – 2003
Bachelor of Science in Computer Science
AMA Computer University
Graduate 1996 – 1998

Computer System Design and Programming

AMA Computer Learning Center

Graduate 1995

AutoCAD Rell II, Computer Draughting and Design

Informatics Computer Institute Philippines

1994-1995

Bachelor Of Science in Psychology

St. Scholastica’s College

Graduate 1994 – 1990

Secondary Education

Saint Francis of Assisi College

Graduate 1984 – 1990

Primary Education

Elizabeth Seton School


PERSONAL DATA

Age 


:  38 years old

Date of Birth

:  May 24, 1977

Civil Status

:  Single


PERSONAL REFERENCE

To be furnish upon request
Micheline 


� HYPERLINK "mailto:Micheline.356358@2freemail.com" �Micheline.356358@2freemail.com� 








