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Internatoinal City, Dubai


	

	
	Gulfjobseeker.com CV No: 1451430

Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
To obtain a position that will enable me to use my strong organizational skills, educational background and ability to work well with people.

	
	PROFILE

	
	· Enviable neat and orderly work habits.
· Excellent interpersonal skills, confident and poised in interaction with individuals at all levels readily developing rapport with clients and colleagues.
· Highly trustworthy, ethical and discreet; committed to superior customer service.
· Dedicated individual; achieving a reputation for consistently going beyond what is required.
· Detail oriented and resourceful in the completion of projects with ability to multi task and meet strict deadlines.
· Proven ability to collect consolidates, organize and prioritize business needs.
· Highly regarded for a proactive attitude and an ability to think laterally, providing ideas and solutions
· Adopt a creative approach to problem solving through use of excellent analytical skills.
· Organized individual with exceptional follow through capabilities.

	
	PROFESSIONAL EXPERIENCE

	
	Excellent Multi-Purpose Cooperative

Lufthansa Airlines Phils.
December 2004 to March 2015
Billing Clerk
· Oversees staffing, coverage and assign accordingly depending on department’s need.
· Maintains, organize office documents/paperwork.
· Responsible for payroll 500 employees.
· Obtain supervisory approval of time card discrepancies.
· Obtain overtime approvals.
· Process for finance department payments.
Namboku Sun Inc.

Philippine Airlines

March 2003 to June 2004

Office Clerk

· Data encoding organize and maintain department’s file/documents.
· Send daily/regular memos to communicate interdepartmental- related matters to all employees and management.
· Functions telephone operator to keep communication open, clear between all department and employees concerned.to ensure fleet flight daily operation.
Namboku Sun Inc.

Lufthansa Technik Philippines

March 2002 to February 2003

Assistant Ramp Coordinator
· Monitors status of aircraft scheduled for services or repair to ensure smooth fleet flight daily operation.
· Functions as telephone operator, keep radio communication open to clearly relay aircraft status at Ninoy Aquino International Airport Terminal 2 to facilitate an organized runway.
· Encoding personnel/staff’s assignment, delegation of staff who are monitoring aircraft for positioning and towing.

Edward & Menchie’s convience store

Owner/ Operator

June 2001 to Present

· Oversees and maintains store’s budget, inventories, presentation.

· Replenish stocks and inventories

· Invent new ideas to promote sales and increase revenue.

· Hire and fire employee.

· Maintains excellent customer service to keep long term customer relationship.



	
	SKILLS / DEVELOPMENT

	
	Proficient in English, very good written and oral skills, self-oriented to set goals. Computer savvy and proficient in MS Word, MS Excel, Power point and the Internet Typing 35 -50 wpm. Pursues every career development opportunity related to my career advancement and a positive image of my current employer at all times.

	
	EDUCATIONAL QUALIFICATIONS

	
	Philippine Christian University
Bachelor of Science Office Administration
Taft Avenue, Manila
June 1997 to April 2001
Arellano High School
Doroteo Jose, Sta cruz Manila

	
	
            

	
	

	
	


