            Janette M. Macana   [image: image1.jpg]



Abu Dhabi - U.A.E.

Contact No: 050-3191857

                     Email Address: janeth.frankie@yahoo.com
Position desired:
Customer Services, Secretarial, Cashiering or any position suitable 

                                 
On my qualification.

Career Objective: 
To seek a position that will utilize my knowledge and offer opportunity 

                                    
For professional growth and development.

Receptionist/Secretary                                  Anchor Advertising Company

                                                                         Cagayan De Oro City, Philippines

                                                                         1995-1999
· Handling all telephone calls.
· Checking of daily time record of the    

                                                                           employees.
· Handling petty cash vouchers.

· Prepares monthly payables.

· Responsible to call the client.
· Preparing daily reports for the employees & 
                                                                           other supplies needed by the employees.
Collector/Cashier                                          Aries Commercial Corporation

                                                                        Cagayan de Oro City, Philippines

                                                                        2002-2004
· Selling different goods in different stores.

· Delivered the different groceries to many places.

· Preparing delivery notes on every order received from the customer.

· Prepares cash balancing reports at the end of the day.

· Prepares weekly & monthly inventory report of all the stocks.

· Other task given by the management.
Receptionist/Office Assistant                           Global Care Agency
                                                                         Quezon city, Philippines
                                                                         2004-2005
· Handling all telephone calls.

· Arranging of all the necessary papers for midwifery applicants.

· Responsible to call the applicants for interview.

· Responsible to bring the applicant to the employer.

· Responsible in making payment for the monthly utility expenses of the office & other payables. And other duties given by the management.
Housekeeper/Care Giver                              Abu Dhabi, U.A.E.

                                                                        2005-2007

· Responsible the regular housekeeping.

· Responsible for the food, medication, insulin intake, blood testing of my relatives’ employee.
· Preparing the monthly list of the blood test result.
Office Assistant                                              Al Khawarizmi International College

                                                                          Abu Dhabi, U.A.E.

                                                                          2007 up to present
· Maintaining the cleanliness of the area that management given to me.

· Arranging the stocks and make the order of the stocks.

· Preparing the food for the students company.

· Preparing the snacks or drinks for the guest esp. if there are parties or meeting.

· Delivered the letters or documents from the office to the staff.
· Other duties given by the management.

Computer Knowledge:
· ICDL – International Computer Driving Licence at Philippine Overseas Labour Office (POLO)
· Microsoft office word 2003& 2007

· Microsoft office excel 2007 (Spreadsheet)
· Microsoft office PowerPoint 2007 (Presentation)
· Microsoft office access Database 2007
Special Skills    
· Strong communication & team work.
· Excellent communication skills.

· Hardworking, Honest, Responsible & Intelligent at any type of work.
· Multi task person & can work with minimal supervision even under pressure.

Educational Qualification:
Bachelor of Science in Business 
                         
Leceo de Cagayan University

Administration BSBA (undergraduate)                             Cagayan de Oro City, Philippines
                          1995-1998 (2 yrs.study)
Computer Secretarial Course                                            STI-System of Technology Institute 1998
High School                                                                       Saint Francis Xavier High School
                                                                                           Cagayan de Oro City, Philippines 

                                                                                           1991-1995
Personal Qualification:
Date of birth                                  :  August 30, 1980
Place of birth                                 :  Philippines

Gender                                           :  Female/single

Nationality                                     :  Filipino
Religion                                         :  Muslim

Visa Status                                     :  Company Residence
Language Knowledge                    :  Fluent in English Speaking, Reading & Writing & Tagalog

                                                          Can speak Arabic                                         
