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CAREER OBJECTIVES: To secure a challenging opportunity where I can utilize my innate and acquired skills and be able to maximize my full potentials in the performance of my tasks and responsibilities in any given job and employment environment.
EMPLOYMENT EXPERIENCE
March 2014 – August 2014
Office Secretary
Ros Ivest Real Estate Company
Al Barsha, Dubai UAE
· Refreshes time table for rent and for sale
· Creates and revises advertisement on Ros Invest website

· Answering phone call and emails

· Study and coordinate itineraries for the real estate agent or assistant, compare properties and introduce information on the web database, update the website and create advertisements.
· Photocopying sales documents, scheduling closing dates and securing public information about a property
February 2012 – March 2014
SALES

Mr. Baby General Trading

Al Barsha Mall, Dubai UAE
· Responsible in checking and issuance of the products
· Provide highest standard of customer service at all times

· Convincing the costumers to buy the products

· Handles customer complaints and act accordingly

· Maintain an accurate posting sales, receipts, lost sales etc. on a daily basis
· Assists in preparation of emergency parts order and maintains necessary records for follow up purposes
May 2011 – November 2011

ADMINISTRATIVE ASSISTANT
D&Y Allied Philippines 
Simlong, Batangas City

· Maintains workflow by studying methods; implementing cost reductions; and developing reporting procedures.

· Creates and revises systems and procedures by analyzing operating practices, recordkeeping systems, forms control, office layout, and budgetary and personnel requirements; implementing changes.

· Develops administrative staff by providing information, educational opportunities, and experiential growth opportunities.

· Resolves administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions.

· Completes operational requirements by scheduling and assigning administrative projects; expediting work results.
November 2009 – April 2010




SHIPPING CLERK (OJT)




Maritime Industry Authority




(MARINA)





Batangas, City Philippines

· Excellent communication and negotiation skills

· Prepares documents, such as work orders, bills of lading, and shipping orders to route materials.

· Examines contents and compares with records, such as manifests, invoices or orders, to verify accuracy of incoming or outgoing shipments.ke and relay messages

· Records shipment data, such as weight, charges, space availability, and damages and discrepancies, for reporting, accounting and recordkeeping purposes.
· Determines shipping methods for materials, using knowledge of shipping procedures, routes, and rates.
· Computes amounts, such as space available, and shipping, storage, and demurrage charges, using calculator or price list.
October 2008 - April 2009





SALES (working student)




SM Madison Shopping Plaza, Inc.





Pallocan, Batangas City, Philippines
· Responsible in checking and issuance of the products
· Provide highest standard of customer service at all times

· Convincing the costumers to buy the products

· Handles customer complaints and act accordingly
Key Competencies
· Good verbal and written communication skills

· professional personal presentation

· customer service orientated

· organized in planning

· attentive

· initiative

· reliable

· responsible
PERSONAL DATA:

Birth date: 

February 12, 1990
Nationality:

Filipino

Sex:


Female

Height:

5’0”

EDUCATIONAL BACKGROUND

2006-2010

BS INFORMATION TECHNOLOGY (IT) 
BATANGAS STATE UNIVERSITY
Batangas City, Philippines
Graduate

I hereby certify that the above information mention is true and correct to best of my knowledge and belief.

_____________________________________________________________

