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Profile Score

Recent Photograph

Date 7_-, I

2014

e | 0 YFO

Profession / Specialty

R(Lcc?"ﬂ'omsk | Adwinistrahive Assistaat

Industry / Projects

\Iﬂchi’\\ng }A't)lvw‘h's{w\ | Cowmercial Real Estate

Nationality f‘ i\ \7i no Place of Birth / City of Origin | T|pi|g . Phili ppines
Gender o Male w/Female Marital Status J/Single o Married o Separated
Religion Rdmaw Catholic Birth date ( DD-MON-YEAR) W06 - 1474

Languages Mother Tongue Tﬁqﬂ\liﬂ\ Other Languages E A ligh

Qualification ”

Bachelgr 9% Science in

Commerce=Maiov in Pusiness Adwinis hvahion
7

Gulf Experience

>
5 Years __{) _Months

Total Experience

g Years /) Months

Gulf Driving License o Yes o'No Do you have own car? o Yes #'No

Visa Validity Date Dg M Y 201% Visa Status  @Visit o Employment o Student o Dependant
Employment Status #Employed back in Home Country o Employed in Gulf o Job Less-Unemployed
Last Salary Drawn 10,000 PP Last Salary Verified o Offer Letter o Contract
Expected Salary 4,500 ke o Salary Increment Letter «Pay Slip o Statement

How much notice period you will need to join new position? #Can Join Immediate o 1 Week o1 Month o

Do you have any kind of health condition which can hamper you to perform your duties? &Fit to work o Yes___

Do you have any kind of outstanding loans / finance / credit card facilities to repay? &No o Yes___

Do you have any kind of civil or criminal cases pending against you in any courts? & No © Yes___

What is the reason for your Job Search? TO 5‘,{,\‘;{, ;\J\a immed) Wi&lj .

How many jobs you have applied so far?

Move dhaw |

?

How many interview calls you have received so far? z

What is your talent? Describe in detail.

de'\nﬁ Avesses & Ku\’rhn'\-

PCL Certificate

Gulf Experience

High Academic Scores -

Mark Sheet

Worked 2+ yrs with employer

Fitness Certificate

Gulf / Intl Driving License

Post Graduate & Above Education

Promoted in Previous Job

IT Literacy

Arabic Proficiency

On Job Training Certificates

Awards or Appreciation

IELTS Proficiency

Experience Verified

Bonus Score

+ Gulf Score

+ Education Score

| | +Experience Score

Based on documents verified by our HR Assistants the candidate has achieved total score points of

= Total Score l

To Interview this candidate please contact Gulfjobseeker.com Office Phone No 04-3970978






                                                         CV NO :103170

Professional Objective:
To seek for a challenging work position, in a respectable institution, which will allow my employer to benefit from my considerable previous experiences, as well as to offer me the opportunity for dedicated service and growth potential.
Position Applied for:
Receptionist / Sales Coordinator / Secretary / Administrative Assistant or any available position suited to my qualifications.

WORK EXPERIENCE:
          Resident Manager
           Reputed Firm
          (Present - January 4, 2010)
· Answer and screen telephone calls.
· Conduct background interview and investigation of prospective renters.

· Collect monthly rentals and issue accurate receipts.
· Ensure proper maintenance and repairs of the apartment/units.

· Pay utility bills ie:(electric bill, water bill, telephone, internet and insurances) in a timely manner.

          Sales Coordinator  cum Administrative Assistant 
          Emirates Yachting / Mocean Marine
          Al Quoz Industrial Area, Dubai, U.A.E.
          (September 28, 2009 - December 27, 2009)
· Respond efficiently to all in-coming sales enquiries, by telephone, fax and  email, preparing brochures as required.
· Prepare sales quotation.
· Involve in planning and organizing boat show events.
· Liaise with client, suppliers, in order to deliver the products on time.
· Follow up sales leads.
· Build and maintain close relationship with customer.
· General clerical duties.
     Receptionist cum Admin Assistant
     Q&A Advertising
     Port Saeed Area, Deira, U.A.E.

     (February 3, 2004 – January 3, 2008)
· Provides efficient reception; answer telephone calls to respond to clients inquiries and complaints, and providing general information.

· Meeting and liaising with clients to discuss and identify their advertising requirements.

· Presenting creative work to clients for approval or modification.

· Regular contact with both client and creative staff, ensuring that communication flows effectively, and reporting to the Account Manager.
· Organize all the meetings and ensured that the relevant people were informed well in advance about the meetings. 
· Prepare quotations and negotiating the prices to suppliers in order to get the best rates.
· Billing, handling payments, invoicing clients, do the bank deposit and prepares the statement and cheques. 
· Provide administrative support to the management of the company.

· Telemarketing
Data Encoder
EPOC International

Sheikh Zayed Road, Dubai, U.A.E.

October 2003 – January 2004
· Prepare, compile and sort documents for data entry.
· Check source documents for accuracy.
· Verify data and correct data where necessary.
· Update and maintain the business contacts database.

           Receptionist
           Al Rais Travel Agency LLC. Dubai, U.A.E.
           September – October 2003
· Front-desk, managing the reception counter. 

· Answer telephone, screen and direct calls.
· Receive, send out and distribute mail / courier packages / faxes.
· Purchase and replenishment of stationery, office supplies, beverages and etc.
· Keeping the reception area neat and tidy.
           Secretary to the Regional Director

Department of Interior and Local Government

Iloilo City, Philippines

June 2002 – August 2003
· Answer and screen telephone calls.

· Prepare correspondence and documents.
· Maintain an efficient filing system for all business correspondences, reports and documents.
· Organize and coordinate meetings, conferences,  and travel arrangements.
· Taking care of all expenses reimbursements and other expenditures.

EDUCATIONAL   ATTAINMENT:

Degree:

Bachelor of Science in Commerce




Major in Business Administration

University of San Agustin






General Luna St., Iloilo City, Philippines




June 1996 - March 2001

Secondary:               De Paul College
                                      E. Lopez St., Jaro, Iloilo City, Philippines 
                                      June 1992 - March 1996
Primary:                  Cabatuan Central Elementary School
                                  Miravite, Zone XI. Cabatuan Iloilo City, Philippines
                                     June 1986 - March 1992
SKILLS AND CAPABILITIES:

· Proficient in Windows and MS Office packages- MSWord, Excel and PowerPoint using Apple Mac & PC.

· Experienced in handling photocopier, fax machine, telephone equipment and PABX system.

SEMINARS AND TRAININGS ATTENDED:

· Advanced Accounting for Non-Accountants

Caravan Restaurant, Hamarain Center, Deira Dubai

May 25, 2007 – June 1, 2007

· Graphics Design Training Course

Nihal Hotel, Dubai, U.A.E.

September 29, 2006 -December 22, 2006

· Career Institute “Course in MS Windows, MS Word, MS Excel,

       MS power point & Internet”

Dubai, U.A.E.

September 11, 2004 – November 11, 2004


