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Position Applied  : Secretary / Office Administrator / or any position that  
       suited to my qualification
Objective             
 
To accomplish a challenging position in any field utilizing abilities developed through experience and education with opportunity for professional growth and promising career advancement.
 
Strengths/Skills
 
I am a person with strong people skills, goal oriented, highly motivated person, and a self-starter.   A hardworking with good interpersonal and communication skills, a person who would assume full responsibility towards any suitable position that would commensurate with my work experiences.
 
Knowledgeable in accounting works such payroll preparation. Microsoft Office applications (Excel, Word), Internet application, PowerPoint, Windows.
 
Employment Record

Receptionist cum Secretary   –  Carewell Contracting  Co.L.L.C.    Riqqa Al Butten Plaza  Al Maktoum Road  Deira, Dubai U.A.E.
May 06,2007  – present   ( EMPLOYMENT VISA   started July 2007 )
 
Major responsibilities include: 
· Developing strategic business plan in the sense of preparing quotations, invoices, purchase order and market   analysis. 

      Coordinate with clients through phone conversation 
      Set the meetings of Sales Manager / General Manager  or even the Managing Director
      Do whatever office task given by the General Manager.
· Work as Sales Executive for the Carewell Real Estate 

· Do such accounting works like ledger, payroll etc.using the account software.
· Handling minor accounts like Petty cash, Payment Voucher, Suppliers accounts etc.
 
Sales Coordinator cum Office Assistant   –  ESTAP Middle East,   Al Quoz, Dubai U.A.E.
March 20,2007 – May  04,2007
Major responsibilities include: 
      Developing strategic business plan in the sense of preparing quotations, invoices, purchase order and market   analysis. 
      Coordinate with clients through phone conversation & marketing of IT Cabinet & Cable Management
      Set the meetings of Sales Manager / General Manager.
      Do whatever office task given by the General Manager.
· Controlling stocks.
 
 
HR Assistant   / Office Administrator– Dell’s Restaurant Associates Inc., Makati City, Philippines
June 06, 2006 to February 12, 2007
 
Major responsibilities include:  
      Payroll preparation for  9 branches.
      Coordinate necessary needs of the branch. 
      Directing phone calls and queries.
      Maintaining confidential HR files and documents.
Shift Supervisor, EATS-cetera Foods, Procter & Gamble Philippines, Cabuyao, Laguna, Philippines
December 19, 2005 to May 28, 2006
 
Major responsibilities include:  
      Generally supervises staff.
      Monitoring daily inventory. 
      Ensures necessary equipments are well functioning.
      In charge of all paper works and documentations.
 
 
 
Pharmacist Assistant cum Cashier, Watsons Health & Beauty, Mandaluyong City, Philippines
November 11, 2004 to April 11, 2005
 
Major responsibilities include: 
       Dispensing medicines as per doctor’s prescription with the authorization of the Pharmacist.. 
      Checks gondola especially expiration dates of medicines.
 
 
Educational Attainment
 University of Negros Occidental- Recoletos 
 Bacolod City, Philippines
 S.Y   1999-2003
 Bachelor’s Degree

 Bachelor in Elementary Education, Major in Mathematics   
 
 
Personal Information
 
Citizenship                             Filipino
Civil Status                             Single

Date of Birth                           August 26,1982

Religion                                  Roman Catholic
Languages                             Tagalog, English
Visa Status                             Residence with NOC (transferable) 
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