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To obtain a position that will enable me to use my strong organizational skills, working experienced, and ability to work well with people.

Seeking a position in a professional environment, where there is a need for a variety of office management tasks including – computer knowledge, administration, accounts, organizational abilities, business intelligence and database program use.
PROFILE:

· Fast learner.

· Strong organizational and interpersonal skills, work well independently or on a team, reports.
· Highly trustworthy, ethical and discreet.
· Confident and poised in interactions with individuals from a variety of cultures.
· Detail- oriented and resourceful.
· Ability to multi-task effectively.
· Software: All windows operating system, Microsoft office (Word, Excel, PowerPoint), ERP (Microsoft Dynamics AX, My Adrenalin)
EDUCATION:
Mandaluyong High School - Philippines
Diploma
Graduated 2004
Ananias Laico Memorial Elementary School - Philippines
Diploma with special awards
Graduated 2000
EXPERIENCE:
Compass Petroleum Services (Abu Dhabi)
Unique System LLC
April 2013 – January 2017
Office Administrator / Sales Coordinator
· Handle all official branch correspondence.
· Checking daily attendance.
· Greeting clients and attending calls.
· Receiving and preparing letters, fax, enquiries, quotation, sales order, invoices, delivery notes, payment.
· Sales person and client coordinator.
· Responsible in booking hotels and managing small office events.
· Ordering stationary supplies.
· Helping and providing support to the PRO, Admin, and all main office correspondence.
· Follow up clients and suppliers in enquiries, nearly expiring quotations and payments.

· Providing support to the sales person.

· Ensure proper filling, accurate update, records and keeping confidential files safe.

 

Eagle Electromechanical Co. LLC.
Abu Dhabi

April 2011 – April 2013
Accounts/Admin Assistant
· Preparing enquiry and LPO.
· May type vouchers, invoices, payment application, cheque request and other records, using computer.

· Accepting letters, fax, invoices, delivery notes, payment certificate and financial statements of various departments.

· Reconciling the supplier’s statement ready for payment.
· Ensuring all supplier’s accounts are settled within out terms.

· Dealing with supplier’s queries.

· Checking supplier’s delivery notes against our goods inward system.

· Matching supplier’s delivery notes to invoice and LPO.

· Deal with daily transactions for the petty cash and ensure that reconciliations are completed on weekly basis.

· Ensure all filling is done in timely and accurate manner.

· Helping in preparation of submittals.

· Assisting the general manager.

MSE Building Maintenance Services
Philippines
August 2009 – August 2010
Accounting Clerk / Payroll Officer
· Process and issue employee paychecks and statements earning and deductions.
· Provide information to employee and managers on payroll matters, tax issues, benefit plan, and collective agreement provisions.

· May type vouchers, invoices, cheques, account statements, reports, and other records using typewriter and computer.

· Performs any combination of following calculating, posting, and verifying duties to obtain financial data use in maintaining the records.

· Preparing excel sheets for maintaining the records.
· Accepting letters, invoices and financial statements of various departments.

iBrains Technologies Corporation

Smartbro Contractor
October 2007 – July 2009

Admin Officer
· Handle all official branch correspondence.

· Manage a staff of 20. Delegated diversified work assignments and their working schedules.

· Exercise independent judgment, decision-making abilities and high level of confidentiality.

· Manage office, performing customer service and supervision.
· Creating a computerized accredited installer’s database and company documents.

· Responsible for production of company’s weekly/monthly target and reports.

· Act as a liaison between the management, SMART and field sales personnel, field engineers (installers) and clients to ensure proper communication.

· Handle inventory, liquidations, reports, requisitioning of supplies and budget.
REFERENCES:


Reference will provide upon request.






I hereby certify that the above information is true and correct to the very best of my knowledge and believe.

Veronica 
Signature
Veronica
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Curriculum Vitae





Dear Sir/Madam,





I am interested in talking with you about my employment with your organization and hope you will give my candidacy strong consideration. I feel I have the necessary skills and interest to be an excellent contributor to your organization and would like the opportunity to demonstrate this through a personal interview with your recruiter. My resume in enclosed for your references.





I have served in other companies which show my ability to hold any position. I have proven skills in office administration, basic accounts, customer service and overall office environmental tasks.





If my qualifications interest you, I would be delighted to meet with you for further explore opportunities with your company. I hope that we will have a chance to meet soon. I look forward to hearing from you





2017
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Veronica 


	


United Arab Emirates





	+





Place of Birth:	Laguna, Philippines


Gender:		Female


Citizenship:	Filipino


Civil Status:	Married


Height:		158 cm


Weight:		110 lbs


Language:	English & Tagalog


Visa Status:	Residence Visa
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