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CAREER OBJECTIVE:
“To obtain the position for advancement as well as render invaluable service to the organization.”

PROFESSIONAL PROFILE:

· Strong background in marketing, business development, customer service, secretarial and administrative functions.
· Adept at accomplishing multiple tasks simultaneously, work well under pressure.
· A motivated and self-directed team player, able to easily build rapport with team members and clients.
· Experienced in use of Microsoft Windows, Office and Power Point.
· Acquire skills quickly and successfully take on new challenges.

EMPLOYMENT SUMMARY:

AL SAADI REAL ESTATE BROKER,Dubai,UAE (1 year)

· Administrative Secretary cum receptionist, August 2014 to August 2015

NORTHERN LUZON TECHNICAL INSTITUTE, Nueva Vizcaya, Philippines (4 years)

· Secretary, June 2010 to March 2014

BUREAU OF INTERNAL REVENUE, Laguna, Philippines (2 years)

· Data Encoder, July 2008 to May 2010

INTERPHIL LABORATORIES INC., Laguna, Philippines (1 year)

· Quality Controller, November 2000 to May 2001

AVON PRODUCTS MANUFACTURING INC., Laguna, Philippines (5 months)

· Packager, June 2000 to November 2000

EMPLOYMENT HISTORY:
Al Saadi Real Estate Broker is among the leading real estate firms in Dubai established in 2005, specialized in renting and selling properties in Dubai, UAE.

Administrative Secretary/Accounts assistant cum Receptionist

Directly reporting to the manager

Duties and Responsibilities:
· Provides information and updates to all clients by telephone or email.

· Communicate courteously with clients by telephone, email and face to face.

· Handles and resolves client complaints.

· Handles internal/external communication including email, phone calls and faxes.

· Maintains and develop positive relationships with clients and partners to help achieve challenging income and audience development targets.
· Interacts with customers to provide information in response to inquiries about properties and services.

· Monitors properly occupancy and routine operation.

· Completing all related documents in accordance with the facility’s standard operating procedures.(SOPs)

· Interacting with both guests and employees on a daily basis and providing them information by telephone, in written form or in person.

· Advertise properties in Dubizzle and Property Finder.

· Reconciles and monitors accounts payables.
· Prepares list of payables for approval.
· Managing petty cash transactions. 
· Assist Head Accountant with all necessary tasks and reports.
· Performs receptionist work and other related duties/tasks as required.
Northern Luzon Technical Institute is one of the oldest Technical School in Cagayan Valley, Philippines established in 1947;Course offered: 1 year Automotive Servicing NCII.
Secretary

Directly reporting to the School Director

Duties and Responsibilities:
· Accurate, prompt preparation and submission of reports.

· Maintaining the general filing system and safeguarding of school files and documents

· Dissemination and enforcing of all existing policies and procedures.

· Receive, direct and relay telephone messages and fax messages

· Provide word processing and secretarial support

· Performs other tasks as maybe assigned by top management or the school operation’s head.

Bureau of Internal Revenue (National Government Department), the Internal Revenue collecting arm of the Philippine Government. Includes agency profile, issuances, tax information, taxpayer’s registration, and online payments.
Data Encoder

Directly reporting to Administrative Officer

Duties and Responsibilities:

· Encodes payments and penalties paid by the taxpayers.

· Validates Data encoded

· Maintains data entry requirements by following data program techniques and procedures.

· Maintains customer confidence and protects operations by keeping information confidential.

· Contributes to team effort by accomplishing related results as needed.

· Performs other duties which may be assigned from time to time by higher authorities.

Interphil Laboratories Inc. is one of the largest Pharmaceutical Laboratories in Asia, providing valued products for your health, providing high quality and affordable medicines.

Quality Controller

Duties and Responsibilities:

· Monitors every process involved in the production.

· Ensure the quality of purchased goods as well as finished goods.

· Responsible for the documentation of inspection and tests conducted on products.

· Maintains checklist of inspection processes and protocols used 

Avon Products Manufacturing Inc. is more than 30 years of manufacturing beauty products and apparel.
   Packager
Duties and Responsibilities:

· Mark and Label the products.

· Measure, weigh and count products and materials.

· Examine and inspect the product in order to ensure that packing specifications are met.
· Remove and segregate completed or defective products or materials.

CERTIFICATIONS AND TRAININGS:
· Quick books

           Market Trader Academy, UAE

           October 2016

· Advance Accounting 2
           Market Trader Academy, UAE

           October 2016

· Dubai Trade Basics

Dubai Trade,Jebel Ali, Dubai, UAE
September 2015

· Basic Accounting
OHSEC Pinoy Group,Dubai, UAE
May 2015

· Supply Chain Management

Chicago Institute,Dubai, UAE

December 2014
· Social Performance Management Strategy Workshop
Quezon City, Philippines
November 19 - 22, 2009
· Bookkeeping 

Laguna, Philippines

October 19, 2008
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