[image: image1.jpg]Hefing yo tosearch st b & talent since 20021

XGulfjobseeker.com





[image: image2.jpg]



CV NO: 1524504

PROFESSIONAL SUMMARY

Experienced Administrative and Accounts Assistant with extensive Office / Personnel administration, accounts and customer service experience in such diverse industries as general trading, service hospitality and financial services. Proven ability to manage tasks and assignment with a high degree of skills and professionalism, keep the office organized, and provide extraordinary customer service. High attention to detail and well-developed people skills in order to effectively manage task and keep work running smoothly.
QUALIFICATIONS

· Microsoft Office proficiency

· Experience in Peachtree, QuickBooks
· Business writing
· Excellent verbal and written communication skills
· excellent organizational and planning skills

· Possess analytical and leadership Skills
· Fluent in English language
· Resourceful problem solver
· Team Player
· Commitment to company objective
PROFESSIONAL EXPERIENCE

Administration and Accounts Assistant

December 2013 – Present
Cana General Trading Co. LLC Dubai, UAE
· Performs office administration, personnel related administrative duties and other office support activities for CEO and the Accountant.
· Sort and distribute incoming mails, phone calls to areas and staff within the organization.
· Flight bookings and travel arrangements for CEO. 
· Coordinating with the PRO for visa processing and company rentals, Insurance and contract renewals. 
· Administering Payroll and maintaining employee records.
· Advertise staff vacancies, assess applications, generating staff contracts for local staff.
· Computing End of Service Settlement for end of contract and resigning employees.
· Handling petty cash, cash disbursement and allocation and cheque issuance and Fund transfer.
· Manages the processing of all company shipments and logistics.
· Working with spreadsheets and purchase ledgers, journals and other accounting duties
· Write business letters, reports, develop presentations, draft correspondence office memoranda.
Accounting Staff

April 2012 – August 2013
Quedan Rural Credit Corporation Davao City, Philippines

· Maintains accounting records and data encoding.

· Reconciles bank statements by comparing statements with general ledger.
· Balancing and ensuring that accounts are accurately monitored and recorded.
· Work with adding machines, calculators, databases and bank accounts.

· Balancing accounts.
· Processing receipts, sales invoices and payments.
Receptionist cum Administrative Assistant
April 2011 – March 2012

Shamil Express Delivery Services Davao City, Philippines
· Handling day to day secretarial and administrative duties. 
· Providing efficient reception services by properly screening incoming telephone calls, taking accurate messages and deal with queries from internal/external callers.
· Maintaining proper records of incoming and outgoing correspondence, filling documents and letters in a systematic manner and keeping all assigned files up to date.  
· Making necessary arrangements for the meeting and ensuring availability of the concerned personnel as per the scheduled time and place.
· Maintain and distribute staff weekly schedules. 
Customer Service Representative - Delivery Department

November 2005 – May 2008
Greenwich Pizza Corporation Davao City, Philippines
· Acting as a liaison between customers and the company  and act as the company’s gatekeeper
· Provide excellent service to customers and build/maintain quality customer relationships
· Take payment information and maintains customer records by updating account information.
· Work with customer service manager to ensure proper customer service is being delivered.

· Attracts potential customers; suggesting information about other products and services.

· Resolves product or service problems by clarifying the customer's complaint
· Contributes to team effort by accomplishing related results as needed. 
EDUCATION

Bachelor of Science in Business Administration, 


Major in Management Accounting


University of Mindanao, Davao City, Philippines Year 2011
PERSONAL INFORMATION

Age


:
31 yrs. old

Birth date

:
September 25, 1984

Birth Place

:
Philippines

Civil Status

:
Single

Citizenship

:
Filipino

Height


:
5’5”

Weight


:
134 lbs.
