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OBJECTIVE
 To obtain a challenging and responsible position in a well-organized establishment where I can utilize my skills and an opportunity for potential development and growth

QUALIFICATIONS
· Computer Literate (MS Word, Excel & PowerPoint) 

· Know-how in office machines operation like facsimile, copier, printer & scanner 

· Good typing skills 

· Can withstand high work pressures

· Can handle any responsibilities that might be assign

· Willing to learn and undergo a general training

JOB EXPERIENCES

Neuerth General Trading LLC                                Al Tawhidi Building 2 Bur Dubai
                                                                   June 30 2013-April 5 2015
                                                                   Receptionist Cum Office Assistant
· Maintain office filing and storage systems

· Keep filing/document management system for electronic and paper documents organized

· Distribute/file all incoming mail.

· Manage incoming and outgoing couriers and emails

· General reception duties. Return calls as appropriate, usually per request.

· Perform other tasks as identified by the Management

· Travel booking
· Preparing LPO

· Preparing Monthly Etisalat Bills

· Deposit and Withdraw Money in Bank
· Make and Serve Drinks.
United Aviation Services
            Dubai Airport Free zone





           May 2012 – April 2013





           Office Assistant/Tea Girl

· Make and Serve Drinks for 7 Directors and all their guest.

· Assist and help  Director's Executive Secretary  for the paper works.

Shinwoo Philippines Apparel Inc.                            Tayuman Binangonan Rizal Philippines

                                                                                November 2010 - December 2011

                                                                                Data Encoder

· Responsible for the proper filing of documents
· Data Encoding in the warehouse department
· Handles inter-office paper work errands for other documents.
Ever Gotesco Inc.                                                        Ortigas, Pasig City Philippines

                                                                                 February 2008 - October 2010

                                                                                 Sales Lady
· Work with customers with the most cheerful and pleasant disposition

· Give answers to customers questions or concerns related to the product they are charged to sell and demonstrate good knowledge of the product

· Communicate and assit costumer's in any possible way and as the customer may require

· Deal with customer's complaints professionally and with restraint

· Close as many deala and transactions as possible

· Report Sales Accurately

Puma Garments Corporation                                      Cainta Rizal Philippines

                                                                                  April 2006 - December 2007

                                                                                  Data Encoder/Ticketing
· Make tickets for the bundles of Garments for the production

· Encoding documents and responsible for proper filing

Fareast Network Integraded Contractor                   Taguig Metro Manila Phillipines

                                                                                  January 2003 - February 2005

                                                                                  Office Assistant
· Documents Filing

· Monitoring Incoming emails,faxes and letters

· In charge in the realeasing of checks to suppliers

· Maintain administrative and correspondence files

· Receive and check company's supplies and other deliveries

· Identify and report maintenance problem

EDUCATION 

COLLEGE 
INSTITUTE OF CREATIVE COMPUTER TECHNOLOGY

Marcos Highway Cainta Rizal

1998-2000

SECONDARY 
TUNA-BALIBAGO NATIONAL HIGH SCHOOL

Cardona Rizal

1991-1995

PRIMARY 
TUNA-BALIBAGO ELEMENTARY SCHOOL

Cardona Rizal

1985-1991

PERSONAL PROFILES 

Date of Birth : 

June 14, 1979


Nationality : 

Filipino 

Gender : 

Female 



Status : 

Married 

Religion : 

Roman Catholic 


Language(s) Spoken : 
Tagalog and English 

Visa Status : 

Tourist Visa 

