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	Objectives

	
	To be able to enhance my skills and develop new talents as part of a continuing personality and professional development in a progressive business organization.

To be a high performing asset to the multinational or top local corporation that I intend to work for 

	

	Skills & Qualifications

	
	Well experienced in handling administration role and good background in Accounts
Well versed in Microsoft Word, Excel, and PowerPoint

Maturity to deal professionally and confidentially with employees, and team members 

Excellent written and verbal communication skills

Ability to work well under pressure 

Well organized and approachable

	

	Work Experience

	
	MAB PROPERTY SERVICES & DEVELOPMENT – FACILITIES MNGT.

PA to the Vice President
· Assist the VP with all day to day activities, including drafting correspondence, filing, and dispatching of documents
· Performs all PA duties including diary management, arranging travel and accommodation and screening emails, telephone calls and incoming mails and parcels
· Taking meeting minutes and prepare reports as assigned by the VP
· Maintains confidentiality with information processed
· Maintain daily office schedules and calendar for the VP
· Maintain visitors’ schedule for the VP
· Liaise with the company agent for trademark registration in different countries 
· Liaise with company lawyers for legal matters such as Strategic Partnership and Joint Venture with other companies as well as due diligence for private placement.
· Liaise with business divisions on VP’s request and makes all arrangements for business meetings and company functions, including invitations, confirmation of those attending etc.
· Address telephone callers with professional courtesy and refer them to the proper office. If the VP in not available, take the messages that indicates the  caller’s name, contact number, date, time, and subject of the call
· Assist the VP with various clerical and administrative tasks such as typing, filing, creating databases etc.
· Handling the office independently when necessary
· Perform other tasks as assigned like prepare and maintain VP’s expense report
· Setup and coordinate meetings and conferences
· Attend to VP’s personal paper works as required
· Verifying Tender Summary – in some cases

	May 2009- present

	
	DUBAI PROPERTIES – (UAE)

Administrator cum PA for the Proj. Director
· Provide PA role for the Project Director and administration assistance to the CEO
· Managing Business Correspondence, receiving and screening communications including telephone calls as well as independent correspondence for CEO & Director 

· Prepare minutes of meeting with proper interpretation and implementation of documents pertaining to minutes of meetings taken as required
· Involved in preparation of Quality Management Procedure for the Department to standardized the processes of administering the work
· Supporting and coordinating  hotel and travel arrangements
· Supervise the office administration i.e. coordinate with procurement department for office supplies, pantry supplies and PC for the staff.
· In charge in the administration function such as memo and reports preparation.  
· Handling petty cash for the department, prepare petty cash voucher and maintain an excel reconciliation to ensure that cash out will tally with the allocated budget
· Control all documents on all or allocated projects and to ensure that all the projects and requirements are met in respect to incoming and outgoing documentation in accordance to company procedure.
· Maintaining calendars, scheduling appointments, coordinating meetings/ conference calls
· Renders business development support i. e.  feasibility worksheets, reference materials for the research, visuals for the presentation

	Apr06- Apr09

	
	Watson Wyatt Asia Pacific Shared Services Center
	May04-Jan06

	
	Pension Analyst
· Renders pension administration for Hong Kong (Inchcape Motors, Citibank, Mandarin Oriental…) and Philippines (Emirates, Dnata, NCR) which includes the following tasks: data validation, data entry, benefit calculations, generate monthly reports, reconciliation and analysis of reports.

· Prepare Payroll Reports for Lufthansa Companies in Hong Kong

· Supply data as requested by Hong Kong and Philippines Actuarial department

· Update Pension Administration Manuals and perform process improvement activities.

	

	
	Security Bank Corporation


	Aug03-Apr04

	
	Customer Service Specialist/Teller
· Handle over-the-counter banking transactions such as cash and check deposits, cash withdrawals, cheque encashments and the like

· Responsible for marketing local bank products

· Effectively communicates with internal and external customers
· Accepts cheques and cash for deposit, micro-film cheques 

· Verify coins and currencies

· Responsible for authenticating the customers’ identity and their authorization to act on behalf of the account as stated on the account’s signature card contract.

· Creates a positive image for the Bank



	
	REDBULL
	Apr03-Aug03

	
	Executive Secretary of the Executive Vice-President
	

	
	· Set-up appointments/meetings with clients.

· Encoding of data, draft letters, proposals, and other reports.

· Responsible for the day to day itinerary

	

	Seminars Attended

	
	· Advance Presentation Skills [Mar 08]

· International Business Etiquette [July 07]

· Work Simplification [May 07]

· Employee Guiding Principles [May06]

· Work Enhancement Seminar [Jan04]

	
	· Bills Verification Seminar [Mar04]

	
	· Values Alignment Seminar [Oct03]

	
	· Actuary of the 1st Century [Feb02]


	Education
	
	1995-2003

	
	University of Santo Tomas, Manila
	1995-2003

	
	· Bachelor of Science in Mathematics major in Actuarial Science [99-03]

· Secondary Education [95-99]


	
	
	1989-1995

	
	Cabagan Central School
	1989-1995

	
	· Primary Education



	Personal Information
	
	Wing

	
	Nickname:
	Wing

	
	Age/Status:
	27/Single

	
	Height:


	5’7”


	Character Reference

	
	Upon request
	

	
	
	











