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Jennifer
Email: Jennifer.368900@2freemail.com
	OBJECTIVE:


I would like to be a part of an organization where I could use and enhance my knowledge and talent for the development of both the organization and myself.
	WORK EXPERIENCE:


Position:
Executive Secretary

Duration: 
September 2015 up to Present

Company: 
CT World Mea Fz LLC

Location: 
Dubai, United Arab Emirates

Duties and Responsibilities:

· Check and answer all call and inquiries on all concern matter.
· Direct dealing with costumer and directly assist the clients on all concern.
· Follow up any job order to all concern personnel.
· Prepare invoices and follow up collections and payments.
· Update records from the accounts and prepare the monthly report.
· Coordinate with the sales person about their schedule and give instructions about the order from the client.

· Coordinate with the suppliers for all information needed for the order.

· Report and provide feedback to management about all concern matter.
Position:
Sales Associate 
Duration: 
May 2014 – July 2015
Company: 
Eleganza la Mode Fashion Boutique

Location: 
Dubai, United Arab Emirates                                                                                                                                                                                                  
Duties and Responsibilities:

· Answer all call and inquiry regarding booking schedule for all clients.
· Assist all walk in customer and entertain all queries.
· Prepare the delivery receipt and arrange schedule of pick up from the courier.

· Prepare and Update monthly financial reports.
Position:
Photographer and Video editor
Duration:
June 2010 – July 2013
Company: 
Photo Magic Intl. LLC
Location:
Dubai, United Arab Emirates
Duties and Responsibilities:
· Worked as photographer for many outdoor events and studio photography for walk in clients every day.

· Take video and do editing as per customer demands and ensure the quality of the job.
· Assist all staff for outdoor booking for photography and videography.
	SKILLS:


Knowledge in MS office, Excel, Power Point, Photoshop.

	PERSONAL INFORMATION:


Date of Birth
:
September 27, 1970

Place of Birth
:             Meycauayan, Bulacan

Sex

:             Female


Nationality
:
Filipino

Civil Status
:             Single

Religion
:             Roman Catholic

Availability         :            Can join Immediately
	EDUCATIONAL BACKGROUND:


Tertiary

:
Siena College
Course

:
Bachelor of Science Major in Tourism
Location
:
Quezon City Philippines
Date

:
1988
Secondary
:             Meycuayan College
Location
:
Meycauayan, Bulacan Philippines
Date

:
June 1983 to March 1987
	CHARACTER REFERENCES:
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