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A dedicated individual seeking challenging growth oriented career in a reputable organization where I can utilize my qualifications and acquire professional experiences. To work in an organization that provides a long term opportunities for advancement and personal development.

Bachelor of Science in Civil Engineering
Graduated             : March 2015
School
: Southern Mindanao College

  Pagadian City, Zamboanga del Sur, Philippines
VOCATIONAL SKILLS:
AutoCAD 2006 & 2007 with 3D Modeling  

Crescent Technologies Institute

Manila, Philippines
MS Office Package - Word, Excel & Power Point             

Interface Computer College

Manila, Philippines


Position
: Store Manager
Company
: ASGHAR ALI & SONS PERFUMERY
Address
: Al Wahda, Abu Dhabi UAE
Date
: 2007 up Oct. 15, 2013
Duties and Responsibilities:
· Fully responsible of the store operation and its maintenance including staff efficiency ensuring to provide excellent customer service.

· Weekly / monthly stocks inventory 

· Supervise, motivate and train every new staff of the company.

· Preparing monthly sales, petty cash, attendance, shift schedule and staff appraisal reports.
Position
: Customer Service/ Personnel Supervisor
Company
: AFAF AL MAGHRABI EST
Address
: Jeddah, KSA
Date
: 1993 ​- 2007
Duties and Responsibilities:
· Highly responsible in maintaining the objective of the company to enhance more competent, productive and progressive organization
· Representing the company in attending seminars to acquire and update information, knowledge, advance techniques and innovations in the field of business.
· Preserving smooth working company by monitoring day to day interaction, task abilities and efficiency of the employees in dealing, pampering towards our clients ensuring their optimist way of pleasing clients by providing the best treatment and best service for the utmost satisfaction of our clients. Their awareness of high level of responsibility.

Position
: Receptionist
Company
: AL AMAL CLINIC
Address
: Qatif, KSA
Date
: 1990 - 1992
Duties and Responsibilities:
· Attending clients responding to their needs and inquiries.

· Assisting and receiving incoming calls of patients particularly.

· Handling patient’s files and records.

· Generally cash in-charge pertaining to hospitalization, bills & fees, hospital expenses, supplies and utilities.

· Preparing monthly bill statement for our company clients.


· Basic AutoCAD
· Internet / Web Browsing 


· Answering telephone calls.
· Filling, updating records, storing and supplying information.

· Make billing statements.


Date of Birth
: January 01, 1962
Place of Birth
: Pagadian City, Philippines
Gender/Sex
: Female
Civil Status
: Widow
Nationality
: Filipino
Religion
: Islam
Language Spoken
: English, Philipino
Visa Status
: Visit visa (Transferrable)
I hereby certify that above information are true and correct to the best of my knowledge and belief.
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