[image: image2.jpg]



CV No: 1396008
Mobile: +971505905010 / +971504753686 

To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




PERSONAL DATA:
Nationality
Filipino
Place of Birth
Marikina, Philippines
Birth Date
October 11, 1970
Civil Status
Married
Languages spoken
English / Filipino
WORK EXPERIENCE:
Company
Center, Inc.
Address
Quezon City, Philippines
Date of Employment
September 1999 – January 2015
Last Position
Treasury/Store Supervisor
Responsibilities/Job Description:
As Treasury/Store Supervisor:
· Compute daily sales and deposit it to the bank 
· Check all deposits put on the vault and deposit it to the bank 
· Preparing all incoming and outgoing sales report for daily collection 
· Preparing daily cash collection report for night deposit and daily sales 
· Preparing daily loose bills to all cashier 
· Preparing and releasing all unclaimed salaries, benefits fund for all temporary and probational employees 
Date of Employment   May 1997 – September 1999
As Personnel Supervisor:
· Make sure employees are not only properly trained, but also that they understand all aspects of their position 
· Make sure employees are performing satisfactorily, and that worker morale stays high 
· Conduct performance reviews, managing files kept on every employee within the company 
· Make sure all company rules are properly adhered 
Date of Employment   April 1995 – May 1997
As Personnel Assistant:
· Perform personnel and clerical duties related to administrator applicants and hiring process; personnel meetings, scheduling, tracking and follow-up 
· Administer personnel procedures in accordance with employee agreements including new hires, transfers, assignments, and returns from leave 
· Communicate with applicants, employees, and supervisors regarding personnel matters including salaries, certification, retirement, evaluations and application status. 
· Prepare, update, maintain and process a variety of forms, reports, bulletins, records, schedules, lists and files according to established policies, procedures, and regulations; verify and post information as necessary to assure completeness and accuracy. 
· Maintain employment and other personnel records regarding administrators and staff on memorandum of agreements; including timely and accurate updating of electronic applicant and employee databases. 
· Distribute, receive, record and maintain files on administrative job applications, transcripts, examinations, credentials and other information; review for completeness and compliance; schedule necessary interviews and appointments. 
Date of Employment   August 1994 – April 1995
As Personnel Clerk:
· Compiles and maintains personnel records: Records employee information, such as personal 
data; compensation, benefits, and tax data; attendance; performance reviews or evaluations; and termination date and reason. 
· Processes employment applications and assists in other employment activities. 
· Updates employee files to document personnel actions and to provide information for payroll and other use 
· Compiles data from personnel records and prepares reports. 
Date of Employment   December 1993 – August 1994
As Administrative Clerk:
· Provide secretarial and administrative support in order to ensure effective and efficient office operations 
· Direct calls and respond to inquiries 
· Provides information of as general nature 
· Answer phones in a courteous manners 
· Handles the revolving fund for the technicians travel & meal allowance while on service at site 
· Provide assistance to the General Manager 
Date of Employment   November 1992 – May 1993
As Clerk Typist:
· Encodes report, data, and business correspondence and employee information. 
· Filing and compiling records and others to its appropriate cabinet 
	EDUCATION:
	
	
	

	College
	Bachelor of Science in Computer Science
	1989 – 1992

	
	Central College of the Philippnes
	

	
	Aurora Blvd., Quezon City, Philippines
	

	Secondary
	Roosevelt College
	
	1983 – 1987

	
	Lamuan, Marikina City
	
	(graduate)

	Elementary
	Ampid Elementary School
	
	1977-1983

	
	Ampid II San Mateo, Rizal
	
	

	ON JOB TRAINING:
	
	

	Bureu of Soil and Water Management  :
	February 25, 1992 to March 6, 1992

	
	
	Visayas Avenue, Quezon City, Philippines


SYSTEMS/SPECIAL SKILLS:
MS Office Application (Word, Excel, PowerPoint & Outlook)
Customer Services Skills
Telemarketing, Marketing & Purchasing skills
