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CATHLEEN 

cathleen-392472@2freemail.com 
Multi- tasking and goal-oriented Admin Staff with 4+ years of experience. Expertise in Microsoft Office and has knowledge of using OUTLOOK. Looking for a position that will enable me to use my strong organizational skills and educational background.
PROFESSIONAL SKILLS

· Time Management                             
· Multi -Tasking
· Teamwork
CAREER
WARRANTY SERVICES

UAE/ AUGUST 07, 2017 – JUNE 15, 2019
OFFICE INCHARGE

Duties & Responsibilities: 
· Maintaining the office condition and arranging necessary repairs

· In charge of PETTY CASH FUND.

· Preparing Petty Cash Statement during end of the month.

· Transferring the Monthly Salary of all the employees of the company. 

· Maintaining files of the company

· Managing office supplies stock

· File and update contact information of employees

· Answering phone calls and emails (OUTLOOK)
· Book meeting rooms as required

·  Arrange staff travel and accommodations 
TRADING CO. LLC

 UAE/ January 2017- AUGUST 02, 2017
ADMIN STAFF (SALES DEPARTMENT)
Duties & Responsibilities: 

· Answering phone calls and email (OUTLOOK)
· In charge in Daily checking of hygiene

· Filling of important documents of the Company

· Making FITR and FRLA in DUBAI MUNICIPALITY

· Preparing of  sales order on system (GP)

· Preparing Invoice

· Preparing of Purchase Order

· Preparing of Sales Return

· Receiving stocks from supplier, encode and post on system

· Receiving and Posting Internal Invoice

· Daily Report of  Stock Received
· Daily Report of Dubai Municipality Hold Items

· Monthly Sorting of Sales Invoice

· Monthly Report of Sales Order

· Creating & Printing Bill of Sales Order

· Daily-Monthly Follow up payments to the customer

· Daily Report of Cheque Received
March – August 15, 2016

BILLING & COLLECTION OFFICER

Duties & Responsibilities: 

· Sorting of MA
· Encoding of MA (list of throw away donuts)

· Daily-Weekly Billing

· Send out notices to overdue accounts
· Collect payments and post to accounts
· Reach out to customers with unpaid debt and attempt to collect from them.

· Collect payments and post to accounts

· Make personal visits if necessary to collect debts

FOOD CORPORATION

Philippines/ June 2015 – March  2016

Admin Assistant
Duties & Responsibilities: 

· Transmitting the Daily Attendance of the Crew
· Manages staff schedules
· Assists office staff in maintaining files
· Answering phone calls

· Encoding of Recovery – To be able to know the percentage of output with the certain input
· Performs administrative and office support activities for multiple supervisors.
· Maintain office supplies for department
NATIONAL BANK

Internship

Philippines / June – December 2014

Duties & Responsibilities: 

· Prepare, compile and sort documents for data entry.

· Check source documents for accuracy.

· Verify data and correct data where necessary.

· Obtain further information for incomplete documents.

· Update data and delete unnecessary files.

· Combine and rearrange data from source documents where required.

· Enter data from source documents into prescribed computer database, files and forms.

· Scan documents into document management systems or databases.

· Check completed work for accuracy.

· Store completed documents in designated locations.

· Maintain logbooks or records of activities and tasks.

EDUCATION

S.Y 2009-2015
BACHELOR OF SCIENCE IN ACCOUNTING TECHNOLOGY




Holy Angel University 

Sto. Rosario St., Angeles City, Philippines

Date of Birth

: 
June 17, 1993

Nationality

: 
Filipino

Religion

: 
Christian

Gender

: 
 Female 

Marital Status
:
 Single
                                                                                     
Visa Status         
:     
Cancelled  Visa
