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ANNALYN
ANNALYN.366510@2freemail.com  
JOB OBJECTIVE
To achieve high carrier growth through a continuous learning process and keep myself dynamic, visionary and competitive with the changing scenario of the world
QUALIFICATIONS
·  Shows an honest work ethic and has readiness to accept responsibility under time-pressure 

 environment

· Good leadership skills and excellent time management

· Get along well with employers and coworkers

· Hard worker, quick learner, and reliable
· Polite, respectful, and courteous manners
· Able and willing to assist co-workers, supervisors, and clients in a cooperative manner

WORK EXPERIENCE

Company Name    :   Al Ghazi Aluminium & Glass & Building Material


Nature of Business:  Substantial leader in the market for Aluminium & Glass Fabrication and 



          Installation, Interior Design, Building Maintenance, Supplier of                  
                                              Building Maintenance and IT Solution provider in UAE markets since 



          2002.


Place of Business   :  Ras Al Khor, Industrial Area 2, Dubai, UAE


Position
       :  Secretary cum Accounts


Year Attended
       :  September 29, 2013 – till date


Duties and Responsibilities
· Perform secretarial and administrative duties for managing director, administrative manager and head engineer
· Answer telephones and give information to callers, take messages or transfer calls to appropriate individuals

· Write emails and letters for and on behalf of the manager at his requests

· Prepare Local Purchase Order and send to corresponding suppliers
· Assists colleagues and foster an environment of teamwork and collaboration

· Make requisite attempts to handle customer complaints in a prompt and effective manner 

· Locate and attach appropriate files to incoming correspondence requiring replies

· Generate invoice and record on sales report

· Updating payments from customers and send reports to managing director and accounts manager

· Set up and maintain proper filing system for records, correspondence and other material

· Making bank reconciliation for incoming and outgoing cheques

· Coordinate with suppliers for price inquiry and ensure to get the lowest price with high quality
· Prepare coffee or tea for managing director and guests

· Maintain cleanliness for each working stations

· Operate office equipment such as fax machine, copiers and phone system.

Company Name
:   Innodata XML Content Factory, Incorporated

Nature of Business
:   Outsourcing Company for E-Books

Place of Business
:   Subangdaku, Mandaue City

Position

:   Production Associate

Year Attended

:   September 2007 – November 2008

Duties and Responsibilities

· Complete daily assigned tasks to meet production volume and schedule. 
· Assign in the production area as a formatter

· Converting Physical Books into Electronic Books

Company Name
:   Duty Free Supermarket

Nature of Business
:   Retailer of Imported Products such as Mechandise Items, Liquor, 




    Watches, Bags and Appliances

Place of Business
:   Waterfront Hotel, Lahug, Cebu City

Position

:   Office Clerk / Sales Assistant
Year Attended

:   August 2004 – May 2007

Duties and Responsibilities

· Answer telephones and relay messages to appropriate recipients
· Manage files / folders and compile records

· Greet customers and visitors and perform tier-one  / first contact services

· Manage inventory of office supplies and stocks in warehouse

· Assist in preparing payrolls

· Perform document photocopying and paperwork distribution tasks

· Monitors each product price whether it increases or decreases
· Maintain office equipment such as copiers and printers

Company Name
:   SM Supermarket
Nature of Business
:   Wholesaler & Retailer of Local & Imported Products such as         





    Merchandise Items, Liquor, Dairy & Fish Products


Position

:   Cashier


Year Attended

:   June 2004 – August 2004

Duties and Responsibilities

· Greet customers as they arrive at the store and provide them with information about products and/or services

· Respond to customer' complaints and resolve their issues

· Take payment in exchange of items sold
· Bag, box and wrap purchased items

· Identify prices of goods using memory or scanner

· Enter transactions in the cash register and provide customers with the total bill

· Sort and count currency and coins

· Issue receipts and change to customers

· Count money at the end and beginning of each shift

· Process exchanges and refunds

· Keep the work area tidy and clean

· Weigh items and determine prices of the same

· Issue trading stamps and gift cards

· Process credit card and check payments

Company Name
:   Kentucky Fried Chicken
Nature of Business
:   Fast Food Chain

Place of Business
:   Cebu. Philippines

Position

:   Service Crew

Duties and Responsibilites

· Made first point of contact with customers as they come into the restaurant

· Made customers aware of the menu, new dishes and any price changes or add-ons

· Cook, prepared and delivered food orders based on customers' choice

· Ensured prepared food is up to standard sanitation procedures

· Pack food and drinks  for 'To Go' customers

· Dresses according to uniform policy including following personal hygiene guidelines

· Adheres to all cash accountability standards and procedures. Operates cash register following cash handling and security procedures

· Keeps the designated work area, restaurant and designated equipment and restrooms clean and tidy.

· Operates equipment safely and correctly and according to company procedures.

· Rotates food products on oldest date first basis and keeps product stocked as required

EDUCATIONAL BACKGROUND

2009 – 2012




Bachelor of Science in Accounting Technology







Cebu Institute of Technology – University







N. Bacalso Avenue, Cebu City

2001 – 2004




Bachelor of Science in Information Technology







Asian College of Technology







Leon Kilat Street, Cebu City







Undergraduate

1997 – 2001




Secondary Education







Cebu Institute of Technology – University







N. Bacalso Avenue, Cebu City

1991 – 1996




Elementary Education







Tisa II – Elementary School







Tisa, Cebu City

PERSONAL BACKGROUND

 Gender

:     Female

 Civil Status

:     Single

 Religion

:     Roman Catholic

 Citizenship

:     Filipino

Visa Status

:     Residence Visa (Contract will end on September 29, 2015)

REFERENCES


Will be furnished upon request.

I declare that the above information given is true and correct. 

