	
	Joshua Mulraine

	

	Contact
#38 Upper Bournes Road, Woodbine Estate, St. James
1-868-731-4012
Mulraine74@gmail.com

	Objective
To diligently and wholeheartedly use my skills and knowledge to perform tasks given to me in an effective and efficient manner.

	Education
CXC O Levels 2014
Woodbrook Government Secondary School
•English 

•Mathematics

•Principles of Business

•Social Studies

•Technical Drawing 

Tertiary Level 2015

Roytec UWI School of Business and Applied Studies Limited

•Completed Diploma in Management for Administrative Professionals


	Experience

November 2012 - December 2012
John’s Supermarket
Customer Service • Loader • Packer
June 2014 - August 2014
Busy Business System & Equipment (Rental) LTD

Customer Service • Loader
August 2015 - February 2016
Agostini Marketing Limited 

Credit Control Officer - Accounts Receivable

• Customer service
• Cheque posting

• Signing off approvals

• Payments posting

• Releasing orders from other companies
• Sending updated statements (invoices) to customers

• Maintenance of system accounts
• Opening of new business accounts for clients
November 2016 - April 2020
Value Optical Limited

Accounts Clerk 

• Customer service 

• Cheque posting

• Follow-up of orders
• Oversee payments

• Preparation of daily/monthly financial sale reports
• Data entry of financial transactions

• Balancing of accounts
March 2021 - to present
El Dorado Offshore - Contractor for Schlumberger

General Labourer 

• Unloading and confirmation of orders
• Storing away of items 
Maintenance Assistance 

• Assisting with repairing of valves

• Assisting with setting up equipment for pressure testing

• Pressure testing

• Preparing equipment for offshore


	Key Skills
• Critical thinking & Decision making
• Excellent team worker
• Positive mindset

• Officemate
• Microsoft excel knowledge

• Time management

• Flexibility

• Stress management
	Communication Skills
• Listening
• Open-mindedness 
• Negotiation
• Patience
• Positivity

• Confidence



	
	Leadership Skills
• Highly self-motivated with strong commitment ethics towards achieving goals.
• Honest, responsible and service-minded.
• Great analytical skills resulting in good judgment and decisions.
• Ability to bring about positive influence as a result of strong leadership and interpersonal skills.


	
	References
Mr. Kester Thompson 

Economist
Central Bank of Trinidad and Tobago

783-9784
Mr. Khalid Selvon

Entrepreneur
485-6418

Pastor Veronica Gomez
Minister of Religion 

Exodus Intercessory & Deliverance Ministries 
366-1989



	
	Joshua Mulraine


Manager, Human Resources

Dear Sir/Madam
I am applying for the advertised position in your organization.
I believe that I am the suitable person for this position given my vast experience in customer service, my skill sets and efficiency in data entry. Additionally, my self-motivated nature that encourages me to go above and beyond in completing tasks given me in an effective, efficient and timely manner, as well as my ability to work without supervision, will serve to benefit your organization very well.  The enclosed resume elaborates on my education, experience and skills.
I am always willing to learn and engage new skill sets to expand and make myself become more of an asset to any organization. I do hope that I will be granted the opportunity to be a part of your dynamic team, and to diligently and wholeheartedly use my current skills and knowledge to serve your organization.  
Thank you for your kind consideration and I look forward to hearing from you. I can be contacted at 1-868-731-4012.
Yours respectfully

Joshua Mulraine
[image: image1.jpg]UWI School of Business and Applied Studies Limited
(trading as ROYTEC )

By the authority of the ROYTEC Board of Directors and
upon the recommendation of the Board of Examiners

Sthua Widraine

has been awarded
in recognition of the fulfillment of all requirements
in the

Diploma in Management
for Administrative Professionals

This award is conferred in Port of Spain, Republic of Trinidad & Tobago

Director, Academic Services
ROYIEC






