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· Four  years experience of Customer Service and Administrative Procedures.
· Professionally Qualified with Bachelors Degree in Management Accounting.

· Proficient in MS Office.
· Motivated and a dedicated team player.
IT Skills: 
Well versed with MS Office Suite, E-mail Application, Net Surfing and Web Research
	Career Snapshot


Jan. 2015 – Jan. 2017
Administrator / Archive Clerk / Receptionist /Sales                          Coordinator





JFT, Al Nahda Dubai, UAE
· Engaged in office administration, documentation, archiving, data entry, proof reading, sales and customer service.
Dec.2010 – Dec. 2014

Au Pair 
HOST FAMILY, Au Pair Program

Denmark and Norway
· Helping the host family with childcare and light household chores. Taking language courses and exchanging cultural practices with the host family.
Aug. 2008 - Oct. 2010            Operations Accounting Department Staff
GILLAMAC’S MARKETING INC. Cebu City, Philippines
· Proofreading on sales and inventory transactions recorded by the branches versus the actual documents sent by the branches to the main office.
· Generating reports out of the corrected and verified  transaction reports.
·  Monitoring the movement of the inventory and perform reconciliation in case of inventory discrepancies.
May 2002-May 2007               Local Government Youth Council Chairwoman,          

                                                 Municipality of Inabanga, Bohol Philippines                                                         
· Leading and representing the youth and our concerns in the local government. 
	EDUCATIONAL QUALIFICATION


· BACHELOR OF SCIENCE IN COMMERCE MAJOR IN MANAGEMENT ACCOUNTING 
· Southwestern University, Cebu City, Philippines

· March 2008
	PERSONAL INFORMATION


· Nationality
: 
Filipina
· Notice Period:
None, Immediate Availability
· Languages Known: English,  Tagalog,  Basic Danish & Norwegian
· Expected Salary:
AED 3000-5000, Negotiable
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(     Dyan  P.  Makinano  (      +971526129664     (     Immediate Availabilty     (     mdee_mcee@yahoo.com     (

