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Position Applied 
Any available position that is suited for my qualifications

	Objectives


To obtain any position that utilizes my years of experience in operations and program management, process improvements and implementation and client relations.


	Summary of Qualifications


   -Ability to give an all-out effort and focus in every task given.

   -Ability to gel well or to have a working chemistry with colleagues.
-Ability to communicate effectively orally and in writing and give clear direction and respond to inquiries.

-Possessing the attitude of a Team player.
-Willingness to make adjustments to the needs and goals of the organization
-Ability to give steady performance in a day-to-day basis.
-Exudes enthusiasm and positive attitude.
-Can work on my own with minimal supervision.
-Knowledgeable in Microsoft Office (Word, Excel, Outlook, Publications and Powerpoint) and Internet Browsing (researching).
  
	Working Experience



Saj Al Fareej Restaurant

Abu Dhabi




            Sep 2016 – April 2017
MANAGER

· Responsible for planning, directing and overseeing the operations and fiscal health of a business unit, division, department, or an operating unit within an organization.

· Responsible for overseeing and leading the work of a group of people.

· Responsible for planning and maintaining work systems, procedures, and policies that enable and encourage the optimum performance of its people and other resources within a business unit.

· Responsible for leadership over a segment of work, a sub-section of the organization's results, or a functional area within an organization with or without reporting staff. 
· Health and safety of the workforce.

· Carrying out and attaining the mission and the goals of the business unit managed.

· Development of a superior workforce.

· Development of the department.

· Development of an employee-oriented company culture that emphasizes quality, continuous improvement, key employee retention and development, and high performance.

· Personal ongoing development.

JRS Express Corporation




Customer Service / Data Encoder / Shipment Administrator




Feb 2014 – Aug 2015




Cebu City, Philippines

· Greet customers, checking items to be delivered, issue receipts, refunds and
· Credits, packaging and weight items.

· Client database management

· Local and International client customer service

· Financial and Storage management (POS, inventories and deliveries)

Documents Processing experience:

MARTINEZ CUSTOMS BROKERAGE

Document Processor

Aug 2011 – Dec 2015

Cebu City, Philippines

Career Profile:

· Support operations by opening sorting, and forwarding documents to appropriate personnel

· Manage data for international shipments and provide support for many steps of the transportation process.

· Coordinate shipping with customs agents for clearance on overseas deliveries.

· Import and Export documentation, compile carrier and route assignments, compute international fees for each shipment, and keep track of shipments payments and quotes.
Administrative experience:

BUREAU OF CUSTOMS

Port of Cebu (Job order contract 2009- 2011)

Cebu City, Philippines

Career Profile:

· Maintain workflow by studying methods, implementing cost reductions and developing reporting procedures.

· Develop administrative staff by providing information, educational opportunities, and experiential growth opportunities.

· Complete operational requirements by scheduling and assigning administrative projects and expediting work result

 
	Educational Background


College: 
University of the Visayas
Bachelor of Science in Customs Administration







           Cebu City 







           (College graduate 2009)

	Personal Data


             Nick name:
 Ayen

  
           Age: 
            28 Years old

           Sex:
             Female

           Civil Status:          Single

          Height:
             5’ 0’’

          Weight:                  50 kg

          Date of Birth:        November 16, 1988

          Visa status:            Cancelled-Transferrable Visa


    Irene 
Applicant’s Signature
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