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AMELIA JOY c. partosan

Pantay Daya, Vigan City, Ilocos Sur, Philippines

Email: garcesliame@yahoo.com.ph
Mobile: +639560518865

Objective
To attain a satisfying, challenging and a rewarding career that would help me enhance my skills, motivates excellence as well as loyalty towards the organization and thus helping me develop and improve my career growth and to be more competitive in my choses field of expertise.

Career Qualifications:

Well trained in computer, Accounting Clerk, Administrative and Customer Service-related work. Capable of clerical office work, customer service oriented and ready to render quality services. Aiming for an organization that encourages health awareness, resourcefulness, provide exposure to new ideology, innovation and where excellence is pursued and will be appreciated to stimulate both professional and personal growth while bringing to the people the utmost service in Care Giving.

Professional Experience

Hiba Maani Advocates and Legal Consultancy, UAE

Administrative Clerk/ Receptionist
September 4, 2019 – September 30, 2020

Reception Duties:

· Greet staff and guest during work shift.

· Answer and direct incoming calls and take message
· Ensure reception and office areas remain tidy and the kitchen is complete stock. Ensure that guest offered refreshments.
· Manage company email groups and answer appropriately.
Administration Duties:

· Maintain organizational contact list. 

· Maintain office supplies

· Filling and archiving of administration record.

· Schedule meetings.

· Opening New Incorporation Company at RAKICC Portal.

· Maintaining all client’s files.

  Accounting Duties:

· Manage Petty cash expenses and petty cash account. 

· Do the monthly projections and Prepare the financial MIS based on the monthly expenses and Income.

· Submit Petty Cash account data on every 1st day of the month. 

· Compile all the expenses and collect all the invoices and get the approval of CEO.

· Making Client Invoices

· Deposit all the collected cheque payments received.

Professional Traders DMCC, UAE

Executive Administration Operations

June 9, 2019 – August 31, 2019

Reception Duties:

· Greet staff and guest during working shift

· Answer direct incoming calls and take messages.

· Ensure the reception and office areas remain tidy and the kitchen is stocked with milk, sugar, tea and coffee.  

· Collect, date and distribute mail and maintain postage and faxes schedules

· Manage email groups apart from the personal office email and take action appropriately. 

· Check & sign for deliveries

Administration Duties:

· Maintain staff schedule and contact details and provide telephone system orientation and support.

· Maintain organizational contact lists


· Maintain office supplies

· Provide administrative support to the CEO, Leadership team and staff.

· Assistance with organizing key events as required.

· Stationary orders and management


National Food Authority

 Accounting Clerk

October 01, 2013 to May 31, 2015

· Enter and balance accounts receivable and payable on a daily basis

· Track deposits made to bank and handle deposit transfers

· Assist with other accounting projects in the office

· Assemble financial data for audits.

· Monitor credit card charges, payment discrepancies, refunds, returns and miscellaneous charges.

· Maintain orderly financial filing

Provincial Education and Scholarship Program

Project Staff

February 10, 2011- February 6, 2013

Job Responsibilities:

· Appointed to compute the average grade and giving examination of the applicants for the scholarship program.

· Documenting files for the Student of Scholarship Program.

· Responsible for the distribution of computer units to different schools accredited by the Government.

· Appointed to make the voucher and petty cash for the other expenses for the Scholarship Program.

· Accountable for giving allowances of the scholars.

LBC EXPRESS INC.

Customer Associate

May 28,2010– December 31,2010

· Assist customers with inquiries.

· Trace and track departure/arrival of shipments.

· Create and maintain contact with vendors and customers to ensure timely delivery of shipments.

· Ensure all payables are processed in time

· Ensure all receivables are collected on time.

· Create packing lists, Airway bills and update shipment information in database.

· Reconcile hand receipts.

· Organize files both manually and electronically.

Educational Qualification


Vocational: 
Data Center College of the Philippines




Tamag Vigan City, Ilocos Sur




Caregiving NC II




Year Graduated: April 14, 2019


Tertiary:
University of Northern Philippines




Tamag, Vigan City Ilocos Sur




 Bachelor of Science in Business Administration




 Major in Banking and Finance




 School Year 2006-2012

Secondary: 
Divine Word College of Vigan




Vigan City, Ilocos Sur




 School Year 2002-2006


Primary:
Divine Word College of Vigan



Vigan City, Ilocos Sur




School Year 1996-2002

Awards:  
Best in Clinical Caregiving

With Distinction (GWA 1.68)

Seminar Conference/ Workshop Attended:

Seminar on the “Opening and Proper Management of Bank Account”

University of Northern Philippines

Tamag, Vigan City

Seminar on “Accessing Best Practices and Innovation in Management Throught Global Networking”

University of Northern Philippines

Tamag, Vigan City

Seminar on the “Consumer Welfare Seminar”

University of Northern Philippines

Tamag, Vigan City

Seminar on “Rekindling the True Essence of Student Leadership through Values Formation and Liberalism in Campus Governance”

University of Northern Philippines

Tamag, Vigan City

Training:
Allied Bank



Vigan Branch



On the Job Training



June 2010- October 2010

Balay Taripato

Home for the Aged

On the Job Training

October 2018 (1month)

Personal Information


Nickname

: Liame, Amy


Civil Status

: Married


Birthday

: October 21, 1989


Gender

: Female


Citizenship

: Filipino


Language Spoken
: English, Tagalog, & Ilocano

I hereby certify that the above information is true and correct to the best of my knowledge and belief.

Sgd. Amelia Joy C. Partosan


Applicant

