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Gay G. Cabreros

Address: Al Kaood Building, Al Rigga East, Deira, Dubai, UAE

Mobile: 052-854-2572

Email: cabreros.gay@gmail.com
Education: Bachelors of Science in Commerce Major in Management S.Y. 2006-2010

Availability: Immediately
Salary: AED 5,000-6,000

Age: 31 y/o

​​​​​​​​​​​​​​​​​​
CAREER OBJECTIVES:
· To obtain a challenging career opportunity where I can fully utilize my professional experience, knowledge and skills as well as expand my learnings in a high-level professional environment while making a significant contribution to the success of the company.
QUALIFICATIONS & SKILLS
· 4 years’ work experience in Administration Department

· 7 years’ work experience in Inventory and Logistics Department

· Computer literate in Microsoft Office Applications in Word, Excel, PowerPoint and Outlook.
· With Experience in Supervision/Team Management.

· Maintains a good rapport with management and client.

· Willing to be trained, hardworking, self-motivated and honest with excellent time discipline and attention to details.
· Proficient both in oral and written English Correspondence.
· Flexible and able to manage multi tasks simultaneously and has the desire to have effective & efficient work in highly competitive corporate environment.

· Knowledgeable in POS Machines
· Knowledgeable in MMS Software
· Knowledgeable in ERIC Software
· Knowledgeable in Al Ameen Accounting System
· Knowledgeable in Marg Counter ERP 9+ Accounting Software
· Certified NCII Holder.
WORK EXPERIENCE

Company: Gem La Viva Jewellery LLC

Department: Administration Department
Address: Unit 123 Gold Land Building, Gold Souk, Deira, Dubai, UAE

Joined Date: Archives Clerk cum Accounts (November 25, 2018 to December 31, 2020)

Responsibilities:

· Receptionist cum Accounts

· Invoice Preparation
· Filing of Reports (Sales, Purchases, Payments, Inventory, Tax, P&L)

· Managing Office Petty Cash 

· Preparing Consignment Document

· Tagging and Coding of goods

· Performs actual count upon receiving and releasing of goods

· Receiving and Releasing of items in the system

Company: MAF General Trading LLC

Department: Administration/Logistics Department
Address: Office No. 117 City Bay Business Center, Abu Hail, Dubai, UAE

Joined Date: Archives Clerk cum Logistic Coordinator (August 21, 2016 to November 25, 2018)

Responsibilities:

· Routing of deliveries

· Monitoring and coordinating shipments

· Monitoring delivery from local suppliers

· Back up in making quotation

· Performs Inventory Count during year end
· Back up in Accounts 
· Invoice preparation
· Receiving and Releasing of items in the system
Company: WORDTEXT SYSTEMS INC
Department: Sales and Inventory
Address: Davao City, Philippines

Joined Date: Sales Assistant (May 2015 to July 2016)

     Inventory Assistant (August 2013 to April 2015)

Responsibilities:
· Sold products to clients 
· Prepare Sales Order Request for Invoicing

· Assist our BCC during collection.
· Backs up co-sales personnel if they were not around or in official business.
· Telemarketing
· Receiving and releasing of stocks both actual and system
· Pick List printing
· Performs Pick Activity
· Prepares stocks and routing of delivery
· Performs inventory every end of the month
· Prepares monthly report concerning inventory of stocks and its movements.

Company: PINNACLE APPLIANCE INC. (ABENSON)

Department: Branch Control Group

Address: Davao City, Philippines

Joined Date: Jr. Store Officer Control (August 2011 to May 2013)

     Inventory Control Staff (January to September 2011)

Responsibilities:

· Head of the control team inside the store
· Helps maintain and facilitate control procedures in the store
· Helps supervise sales personnel, cashier and inventory staffs
· Performs store opening and closing procedures
· Backs up both cashiers and inventory staff during day offs and leaves
· Assist inventory staff every scheduled count for counting and reconciliation
· Receiving and releasing of stocks in the system
· Prepares Stock Transfer inter branch

· Performs system overrides

· Assist bank personnel every scheduled bank pick-up

· Monitors stocks inventory movements

· Monitors allocated cash on every cash register

· Performs cash pick-up every cut off for every cash register

· Performs cash count for bank deposit.
· Receiving and releasing of stocks actual 

· Releasing of stocks to customer and for delivery

· Backs up cashiers in cashiering during day off, leaves and break time

· Prepares stocks for delivery

· Performs inventory count every Tuesday of the week, mid-year and year end counts

· Performs reconciliation of stocks

· Conducts daily inventory for electronic gadgets, freebies and high-end products

· Filling of documents concerning inventory 
ADDITIONAL INFORMATION
· Nationality: Filipino

· Religion: Roman Catholic

· Status: Single

· Height: 150cm

· Weight: 52 kg

· Language: English, Tagalog and Cebuano

CHARACTER REFERENCE

· MR. EYAD AWAD

Managing Director

Gem La Viva Jewellery LLC

Unit 123 Gold Land Building, Gold Souk, Deira, Dubai, UAE

+971503295797

· MS. DONNA DE DIOS
Accounts Manager
German Standard Group
Office 1408, Saheel Tower 1 Building, Al Ittihad Road, Al Nahda, Dubai, UAE
+971529433507
· MS. JARISA G. ATON

Teacher

Media Kids

Klong 3, Pathumtani

Thanyaburi Rangsit, Thailand
+66 09994709863

