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HIGHLIGHTS OF QUALIFICATIONS
Accounting, Financial Analysis, Marketing research, customer database maintenance and customer service management learned from employment experience. Analytical, organizational, interpersonal and multi-tasking skills obtained from experiences and academics. Adept in Microsoft word, Microsoft excel, Microsoft powerpoint, Microsoft publisher, open office application and internet browsers.
Professional Experience
	philippines
	November 2008-November 2012


General Accounts
Key Results:
· Conducted recording of accounts receivable and accounts payable.
· Analyzed and monitored receivable from clients and facilitated reminders of their payables to the company.
· Prepared Financial reports particularly Income Statement and Balance Sheet.
· Computed, prepared and distributed employee payroll.

· Conducted annual physical inventory of fixed assets, stationeries and office supplies.
· Assisted the Proprietor in daily operations of the business.

· Performed other administrative tasks that maybe assigned from time to time.

	intercontinental hotels group

Makati city, Philippines
	January 2008-October 2008


Customer Service Specialist
Key Results:
· Coordinated all aspects of priority club point awards, point redemption, and member account services by serving as the primary point of contact and resource to resolve priority clubs service concerns and make decisions in relation to point adjustments.
· Maintained a consistent, high quality customer-focused orientation.

· Effectively listened and communicated with customer to obtain all required information necessary to determine and to address their specific needs; tactfully explain why, if service could not be provided.

· Responded to individuals in manner and timeframe promised or follow-up to explain status.

· Provided clear, accurate information; explained procedures or materials or provided supplemental information; anticipated problems or questions.

	aa export & import corporation
bulacan, Philippines
	March 2002-December 2007


Marketing Specialist
Key Results:

· Worked with marketing manager in maintaining existing clients and in developing new market opportunities.

· Assisted marketing manager in resolving clients’ complaints and concerns.

· Supervised the fresh-chilled shrimp’s air-shipment to Korea.

· Monitored receivables from buyer and facilitated reminders of their payables to the company.

· Prepared Sales Invoice and other pertinent export documents needed by the buyer.

· Prepared monthly and yearly sales report.

· Prepared comparative report on the company’s sales performance, buyers’ purchasing pattern, destination of shipments and output of processing plants.

Education
	college education

University of st. la salle

Bacolod City, Philippines


Bachelor of Science in Commerce major in 

Management Accounting and Enterprise Economics
Examination/Certification Taken:


Career Service Professional Exam 





Civil Service Commission - Philippines
Rating: 81%

CV No: 943884


Email: �HYPERLINK "mailto:cvdba15@gmail.com" ��cvdba15@gmail.com� 


Mobile: +971505905010 / +971504753686





June 1997-March 2001








December 15, 2001












