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RICA 

Rica.344886@2freemail.com
-JOB OBJECTIVE-------------------------------------------------------------------------------------------------------------------
Explore new career opportunities, gain long term employment and be part of a company that creates results through application of my training skills in Sales and Office Administration. I am determined, extremely motivated and highly adaptable into the demands of a new workplace.
-WORK EXPERIENCE-------------------------------------------------------------------------------------------------------------
July 2015 – August 2016

Data Entry Clerk





JBC Express Freight L.L.C.






Ras Al Khor, Dubai, United Arab Emirates

2009 – 2014


Officer-In-Charge (OIC)






Nike Forum (The Outlet People, Inc.)





Metro Manila, Philippines
2009



Receptionist / Data Entry





GSO-Asset Management Division
Metro Manila, Philippines


2005 – 2008


Sales Associate / Cashier 





Nike Forum (The Outlet People, Inc.)






Metro Manila, Philippines

-EDUCATION-----------------------------------------------------------------------------------------------------------------------
College

         
Bachelor of Science in Office Management
Major: Computer Secretarial Education
Rizal Technological University

Mandaluyong, Metro Manila, Philippines, Completed in 2005

-KEY STRENGTHS AND SKILLS-------------------------------------------------------------------------------------------------
· Has more than ten (10) years of work experience in sales as well as in office administration

· Highly capable of performing several computer applications such as MS Word, Excel, Powerpoint

· Ability to work in fast paced and deadline driven work atmosphere

· Emphasis on accuracy, quality and detailing

· Capability to maintain effective communication and cooperation

· Highly efficient in handling responsibilities independently and working in teams as well

-PERSONAL DATA----------------------------------------------------------------------------------------------------------------
Civil Status

:
Married
Citizenship

:
Filipino
-CHARACTER REFERENCES-----------------------------------------------------------------------------------------------------

