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C A R E E R   O B J E C T I V E S:
To be able to contribute to the company’s  mission and vision by accepting and being motivated as well by the challenging roles offered by the company. And simultaneously, to gain more knowledge and continue educating my self on the work field as well as to further improve my skills and abilities commensurate for the duty allotted.

EMPLOYMENTS and INTERNSHIPS 

· Fourway Trading

Dubai, UAE

Secretary cum Receptionist cum Asst. to the Accounts cum Logistic Agent
July 2010 to the present
Responsibilities:
   As Assistant to the Accounts:

· Preparation TT vouchers for bank transactions.
· Preparation of Payment Vouchers and Cheques
· Posting of cash, credit, purchase and commercial invoices.
· Preparation of  invoices for some deliveries.

· Releasing of cheques to suppliers and follow up payment from clients.
· Preparation of receipts for cheque collections and cash received.
· Fairly knowledgeable in Tally.ERP9
· To receive and process all invoices, expense forms and requests for payment.
· To ensure all filing is done in a timely and accurate manner
· Encashment of Cash Cheques and perform other bank transactions (deposits & withdrawals)
· Sending of SOA’s if need arises.
· Other duties assigned from time to time.
          As Logistic Agent:

· Coordinate with Shipping and clearing agents regarding containers/shipments for import and export.
· Timely monitoring of ETAs and ETDs of shipments.
· Schedule delivery and clearing of shipments received.
· Prepare Exit/Entry Certificates for custom refunds.
· Prepare legal documents needed for the above mentioned tasks (i.e. Commercial Invoice,Packing Lists,Cert. of Origin, Authorization Letters, et.al).

As a secretary:

· organize and maintain paper and electronic files; manage projects;
· disseminate information by using the telephone, mail services, Web sites, and e-mail
· negotiate with vendors/suppliers/clients, preparation of purchase orders for local supplies, et al.
· monitoring of daily deliveries, shipments from abroad,
· preparation of other documents as needed per office transactions (ei: exit/entry certificates, letters, application of certificate of origins, applications for office technical needs, et al.)
· preparation of other documents for signature of the managing director
· perform other duties and responsibilities as needed and from the managing director
        As a Receptionist:
· receive visitors coming to the company
· Receive, direct and relay telephone messages and fax messages
· Open and date stamp all general correspondence
· Maintain the general filing system and file all correspondence
· Maintain an adequate inventory of office supplies
· Respond to public inquiries
· Provide word-processing and secretarial support
· Monitor the use of supplies and equipment
· Coordinate the repair and maintenance of office equipment
· Preparation of coffee, beverages to visitors, and during client meetings
· Other duties assigned from time to time
· Hizon Laboratories Incorporated

   Assumption Road, Sumulong Highway,

   Antipolo City, Philippines
Position:
Pharmacist – In – Charge 



Product Development-Formulations

August 2008 to May 2010
· E.L. Laboratories

  109 North Main Ave. Laguna Technopark,

  Binan, Laguna


  April to May 2007 (160 hours)
  Position: Intern
· Veterans Memorial Hospital 

   North Avenue, Diliman, Quezon City 
   October to December 2006 (160 hours)
   Position: Intern

· Mercury Drug –Rocca Drug Corporation

   Franchisee - Alexander St., Mc Arthur

   Highway, Urdaneta City, Pangasinan

   March to June 2005 (160 hours)     

   Position: Intern
· Mercury Drug – St. Katheryn Drug

   Corporation-Franchisee

   San Carlos, Pangasinan

   March to June 2006 and March to April 2007

      Position: Intern

EDUCATIONAL ATTAINMENT:
UNIVERSITY OF SANTO TOMAS



Espana, Manila

Bachelor of Science in Pharmacy

2004 - 2008 

OUR LADY OF THE LILIES ACADEMY
 

Urdaneta City, Pangasinan


    

2000- 2004                 

OUR LADY OF THE LILIES ACADEMY  


Urdaneta City, Pangasinan



1994-2000

PERSONAL INFORMATION:
Nationality:
Filipino
Date of Birth:
April 8, 1987



Place of Birth:
Philippines

Languages:
Filipino and English
Civil Status:
Single 




Age:

25 yrs.old


Skills:
Computer Literate (MS Office, Outlook, Adobe Photoshop), Fairly Knowledgeable in Tally.ERP09, Excellent in Written/Oral English.

Others:
Competent, Versatile, Hardworking, Patient, Open-minded, Well-organized, Cooperative, with Initiative and Selflessness, 
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