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CAREER OBJECTIVES:
To develop more working ability and to continue in gaining more competitive working experience that would enhance professional growth and be an asset to the company where I maybe in
PERSONAL INFORMATION:

Height

: 
171 cm

Religion
: 
Islam

Nationality
: 
Filipino

Availability
: 
Transferable Visa (With NOC)
EDUCATION:


Bachelor Business Add.  Management Fourth Yr. College


University of Mindanao

Davao City, Philippines

High School Diploma 


Dona Carmen Denia City High School

Toril, Davao city, Philippines

PERSONAL SKILLS:


Very personable and good at relating to people and communicating


Competent computer operation including Advance MS Office, Words,

PowerPoint Outlook, Access, Excel. Flexible and Hard Working
WORK EXPERIENCE:
Office Secretary                                                                                                         

PLATINUM LINE GENERAL MAINTENANCE                                 



NAJDA ST. ABU DHABI, UAE
              DUTIES AND RESPONSIBILITY

· Maintaining office records
· HR files and official correspondent
· Preparing Quotation, LPO and Invoice 
· Arrange staff payroll 

· Holding petty cash
· Delivery notes and Inquiries

· Monthly statement 

· Customer relationship management

· Office responsibilities 
· Answer phone calls Inquiries and emails
· Maintain the general filing system and file all correspondence 
Receptionist / Sale’s Executive
Jul 2011 - April 2013 

HONSHIN GOLF PTE LTD
Singapore 575734
Duties and Responsibility
·     Answer phone calls Inquiries and emails
·     Maintain the general filing system and file all correspondence 
·     Assist in the planning and preparation for junior academic golf course,
·     Maintain an adequate inventory of office & shop supplies
·     Maintain the highest customer service standards

·     Receive cash payment 
·     Organize, promoting product, schedule and perform retail sampling events 
·     Customer focused and promoting product
·     Manage the product facings in stores in their assigned territory with customers and distributors 
·     Slight repair golf club, changing grip and custom fitting
·     Clean and tidy area 
Cashier, Waitress
Nov 2009 - May 2011
Café Lazarro

Corniche Khalidiya Tower, 

Abu Dhabi, UAE

Duties and Responsibilities
· A cashier and waitress are responsible for taking customer orders, serving the food and beverages, preparing itemized checks and also accepting the payments due. 
· Clear off the tables, putting down new silverware and bringing guests to their seats.
· Check with customers to ensure that they are enjoying their meals and take action to correct any problems.
	


Receptionist /Cashier
Apr 2005 - May 2007
La Anclar Hotel Apartel 

Palmagel St. Davao City, Philippines

Duties and Responsibility
· Greeted, registered, and assigned rooms to guests

· Answered telephone and in-person queries related to hotel services and resolved any issues

· Processed guests’ check ins and outs

· Prepared and completed room and restaurant bills

· Assisted guests’ in storing valuables in secure deposit box

· Liaised with other departments of hotel

· Handled payments through cash, cheque and credit cards

Retail Sales Merchandiser & Promotion Jobs
Aug 1999 - Dec 2004
· SM Mall of Davao – Department Store

· Nestle Philippines Inc. / United Services Davao Inc.

· Retail Merchandising Consultant, Inc. (RMCI)

            
 Davao City, Philippines 
Duties and Responsibilities
· Independently sell beverage into new and existing retail convenience stores within existing distributor account base 
· Organize, promoting product, schedule and perform retail sampling events 
· Customer focused and promoting product
· Manage the product facings in stores in their assigned territory with customers and distributors 
· Train and motivate retail customer team members at store level about product
· Responsible for building customer relationships with the ultimate goal of increasing points of availability, promotional displays, merchandising and ultimately, volume per outlet 
· Monitor volume per outlet to understand areas for improvement and reasons for success 
· Ensure best product placement and presence (eye level placement, high traffic, multiple points of distribution with premium merchandising) 
· Communicate with distributors to ensure look of success is maintained 
· Listen to customers and consumers for points of brand and company improvement  
· Manage and ensure  adequate Point Of Sale material is available at distribution facility 
· Ensure distributor sales personnel have adequate Point of Sale material on their vehicle at all times
Taller

· Rural Bank Toril Davao City                                                May 1996- 1997
Duties and Responsibility
· Balance currency, coin, and checks in cash drawers at ends of shifts, and calculate daily transactions using computers, calculators, or adding machines.
·  Cash checks and pay out money after verifying that signatures are correct, that written and numerical amounts agree, and that accounts have sufficient funds.
·  Receive checks and cash for deposit, verify amounts, and check accuracy of deposit slips.
· Examine checks for endorsements and to verify other information such as dates, bank names, identification of the persons receiving payments and the legality of the documents
· Enter customers' transactions into computers in order to record transactions and issue computer-generated receipts.
· Count currency, coins, and checks received, by hand or using currency-counting machine, in order to prepare them for deposit or shipment to branch banks or the Federal Reserve Bank.
· Processing loans and opening bank account
· Accepting Water and Electric bills payments 
CERTIFICATES:

· AREEF COMPUTER INSTITUTE  ABU DHABI, UAE
(SECRETARIAL COURSE)

· AREEF COMPUTER INSTITUTE  ABU DHABI, UAE
(CORRESPONDENT COURSE)
I hereby certify that the above information is true and correct to the best of my knowledge and I will hold myself liable for any false information. 
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