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Personal Information
Nationality
: Philippines
Marital Status
: Single

Religion
: Islam

Languages
: Tagalog (Native), English (Fluent), Arabic (Good)

Visa Status
: Visit Visa 
Birth Date
: Feb. 2, 1976

Career Objective

Seeking a challenging position in a dynamic organization to effectively utilize my skills and further enhancing present capabilities to enable the organization to achieve its goals and objectives.

Career Summary

· Self-motivated, responsible and experienced at working in fast-paced environments.

· Good sense of humor and enthusiastic under pressure.

· Good in oral and written English Communications.

· Can speak Arabic and read write Arabic words.

· Able to work well with clients helping to build business relationships. 

· Able to work well as part of a team.

· Effective time management and be able to prioritize.

· Good awareness of banking sector.

·  Strong customer services experience.

· Excellent Computer skills (Excel, Word, Outlook, Internet browsing & searching), fax and scanner machines.

· Practical experience of managing staff and employees.

· Knowledge of Accounts Payable & Receivable processes and procedures.

· Knowledge of WPS for employees salaries payments.

Employment History

 ( December 20, 2013 – April 10,2015) Naturopathy Touch well- being center Dubai U.A.E, Branch Supervisor, Administrative and Receptionist:

· Presenting the centre's products and services to prospective and current clients.

· Meeting up with Sales target regularly with a proven records.

· Monitoring and updating of centre promotional services.

· Monitoring and ensured all the items of well being centre is complete.

· Managing the centre employees to insure of achieving the goals.

· Providing first point of contact, information, support and advice to the clients.

· Build a strong and friendly relationship with the clients to insure of continues their loyalty.

· Answering incoming calls and taking appointment of the clients.

· Dealing general inquires from the clients regarding all services of the centre.

· Assisting clients to their proper designation.

· Dealing with membership and bookings and updating the management accordingly.

· Handling cash transaction including till operation and cashing up at the end/start of each shift.

· Under taking administrative task such as word processing, photocopying and distribution of mails runs for well being centre.

· Undertaking any other duties as may reasonably require by the well being centre team leader in day to day operation.

(July 10, 2013- October 30, 2013) Mazayaa General Trading: Secretary cum Sales Executive & Import and Export Coordinator

· Prepares quotations, LPO & responsible in sending it to the clients via emails & fax. 

· Checking all the documents of import activities.

· Contacting with the company existing and potential markets, and approach for our products.

· Contacting International & National Suppliers and sending them inquiries and information about the product required by the company via emails or phone calls.

· Corresponding with the existing suppliers about the shipment via emails and phone calls.

· Responsible for arranging shipments, preparing & confirming order approval.

· Handling pricing information and negotiate prices from the suppliers.

· Prepare the telex transactions for the suppliers payment on the setting time.

· Handling petty cash and other accounting documents.

· Files documents accordingly. Receives incoming faxes and responsible of distribution and responding to it as the need arise.

· Attend telephone calls and inquiries and directing them to the proper person. Monitoring emails and prepares business correspondences.

( June 06, 2010 - April 30, 2013) Al Sadi & Al Sarkal Gen. Trading Co. (L.L.C.) Import & Export Coordinator, Administrative, Document Controller, Accounting, and Secretary
· Manage and prepare all the necessary documentation and online forms for the efficient, cost-effective and Lawful execution of all import/export activities.

· Responsible for the effective & efficient document control of all import & export documents.
· Daily routine activities of document control including distribution of documents, maintaining electronic folder & directories. Tracking & retrieval of documents.

· Coordinates closely with freight forwarding and logistic agents.
· Tracking and monitoring of all import & export document.
· Prepares Invoices and quotations.

· Responsible for recording and monitoring Company bank accounts.

· Prepares monthly salary for the staffs.

· Handling payment cash or cheque to the freight forwarding and logistic agent.

· Handling cash and credit card payment.

· Deposit and withdrawals of cash or cheque.  

· Arrange booking for the Staff and general manager.

· Handling petty cash and other accounting documents.

· Attend telephone calls and inquiries and directing them to the proper person. Monitoring emails and prepares business correspondences.

· Files documents accordingly. Receives incoming faxes and responsible of distribution and responding to it as the need arise. 

· Checking the documents and the quantity of the goods.

(May 25, 2007 - May 31, 2010) Jungle Juice Restaurant, Dubai U.A.E (Eyetech Companies) Restaurant Supervisor 
· Supervise daily operations of the restaurant. 

· Prioritize, schedules, assigns, trains, reviews and evaluates assigned restaurant staff.

· Participates with operation management team to originate, plan develop and implement long and short term goals.

· Responsible for making Marketing Brochures and pamphlets.

· Responsible in finance management on a daily, weekly and monthly basis to monitor cost and profits.

· Monitors integrity of restaurant operation and the provision of services.

· Menu planning and pricing.

· Develops and implements Advertising and Marketing strategies of the restaurant.

· Resolve routine problems encounter in performance of work assign.

· Handling cash transaction including till operation and cashing up at the end/start of each shift.

( January 08, 2007 - April 25, 2007 )  Sales Executive   Manal Tourism Company Deira, U.A.E 

Responsibilities:

· Prepared LPO and Quotation.

· Arrange booking for Desert Tours (Safari). 

· In charge for hotel booking and visa processing.

· Responsible for collection of the payments.

· Responsible for sending quotation to prospective clients (Hotels, Villas and Government. Institution).

· Organizing special and seasonal events and festivals.

· Devising and planning tours, and arranging itineraries.

· Reporting to the manager and arrange meeting with the staff.

Educational Qualification
· Bachelor in Computer Science (2 years)

System Technology Institute Zamboanga City 2000-2002

· C++ Programming

Zabeel Institute Qusais Branch From August 2010-December 2010

· Microsoft Office course

Filipino Computer Club Dubai Northern Emirates

May 2009 - August 2009
T






