[image: image1.jpg]


Gulfjobseeker CV No: 1317438
To interview this candidate call 971505905010

Or email us back filled up Vacancy Form

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
PROFILE 

Administration/Secretarial/Document Controller/ Personal Assistant/Skilled and well trained in business world particularly in Public Relations/ Customer Services.
KEY ACHIEVEMENTS  

· Involved in family businesses. Hereto say the dedication and “love of work” has been trained ever since, solved lots of issues and concerns of the company. 

· Recognized as an efficient employee and “jack of all trades”.

EMPLOYMENT EXPERIENCE 

Personal Assistant, Inc.                                           February 2013 – February 2014  

·  Responsible for document controlling, office operations, secretarial jobs
· To receive deliveries, process purchase orders

· Responsible for organizing stocks and inventories; encoding via system

· Make and receive fax/calls

Manager, Gapan Motors (Philippines)                                          June 2006 – December 2012

-Importer/Dealer of Japan/China Trucks, SUV’s, Heavy Equipment and Machinery and Agricultural Machinery
· Acted as the officer in charge, demonstrate to understand and follow the rules and 

regulations

· Demonstrate positive attitude when it comes to additional duties required by the owner
· Demonstrate professionalism in a manner, so as to serve as role model, and be willing to mentor the junior colleague

· General office works particularly in document controlling procedures

· Secretarial responsibilities including dealt with the clients, closing the deals, general office works

· Dealt with customers, processed financing schemes and insurances

EDUCATION 
Collegiate

· Central Luzon State University

Bachelor of Arts in Social Sciences (2002-2006)

CORE SKILLS 

· Computer Proficiency: Microsoft Office: Word, Excel, PowerPoint, Outlook and Explorer

· Analytic, fast learner

· General Office Routine

· Ability to work on own initiative

· Public relations ability

· Artist

· Can drive

· Leasing and Finance procedures
· Communication (English) , team player, adaptability, planning and organizing, goal-oriented, self-motivated

References available on request

