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For the attention of the Personnel Manager

Dear Sir/Madam;

I have the honor to present myself to your honorable office.  I served as Registrar/Cashier/Classroom Teacher in a learning institution known for its quality education, I also worked as Executive Secretary at the Rockwell Condominium Towers Project of DMCI-Laing Construction, Inc., a joint venture between DM Consunji, Inc., the Philippines’ most renowned in construction industry, and John Laing International, a British-owned assembly.

Presently I am with RoyalMex LLC, the sole representative of Tata Steel in the Middle East region, Turkey & Iran, dealing with general trading of for steel and steel products, electromechanical products and networking products and solutions, in the capacity of Executive Secretary cum Personal Assistant to the Managing Director on temporary basis.  Previously, I am with Snacks Foodstuff, a trading company in Dubai, dealing with government and semi-government offices, among some other private companies in Dubai, and having the position of Executive Secretary cum Office Administrator, not to mention the accounting and marketing jobs that I am also dealing with. 

In this regard, may I personally endorse myself to any position that would commensurate and enhance my knowledge and skills, for self-advancement, as well as for the benefit of the establishment.

If given the chance, my knowledge gained from working in such reputable companies/institutions, in cahoots with my three years experience as a public servant at the Municipal Government of Malolos, Philippines, my gulf experience and my ability to mingle with people from all walks of life, would be my best offering.

Should I have your attention, I would be very much willing to discuss further with you at your most convenient time and venue.  I hope that my herewith-attached curriculum vitae would serve its purpose.

I look forward to a mutually beneficial relationship with your fold.  Thank you very much.

Yours faithfully,

Personal Statement


I am seeking for a challenging position as an Executive Secretary/PA/Office Administrator that would utilize expertise in the business environment, organizational abilities, strong people skills, and business experience. This position should have many opportunities for an aggressive, dedicated individual with the leadership abilities needed to advance.  

I do think I am   a very sociable person who enjoys work in the most competitive places. I am able to learn any new facility or technology very quickly due to the flexibility I have. I can adjust to any kind of work environment, a well conversant and versatile person, with excellent interpersonal skills, knows how to tactfully deal with people from all walks of life, and enjoys traveling and exploring life.  Willing to learn and be trained further.

Strength

Knowledgeable in computer applications i.e. Windows, MS Office (Microsoft Word, Excel, Outlook, PowerPoint, Picture Manager, Adobe Illustrator, Photoshop, Paint, Nero, Internet applications).  Self-correspondence. Excellent command of the English language.

Employment Record

Executive Secretary cum Personal Assistant to the Managing Director, RoyalMex LLC, Bur Dubai, Dubai, UAE, from 01 May 2006 up to present (temporary basis only).

Major responsibilities include:  Directly reports to the Managing Director; organizes office system; business correspondence and memorandum composition; handles Managing Director’s appointment logbook; coordinates between and among clients and suppliers.  Maintains staff files; visa documentation; disseminates instructions; arranges flight details and hotel booking of staff and company guests; prepares attendance summary for payroll, monitor office supplies requirements; in-charge of general office administration and other accounting and marketing works such as quotations, invoices, delivery advice, purchases and delivery arrangements and other import and export documentations; updating customers accounts, payables and receivables follow-up; provides secretarial and administrative support services which include composition and typing correspondence, screening incoming mails and correspondence, receiving, directing and relaying telephonic messages; general office administration.

Country Secretary/Personal Assistant to the Managing Director, Gourmet Gulf Company LLC, Bur Dubai, Dubai, UAE, from 03 September 2005 up to 30 April 2006 (temporary basis only).

Major responsibilities include:  Directly reports to the Managing Director; In-charge of day-to-day operations of the Office of the Managing Director; organizes office system; provides secretarial and administrative support services which include composition and typing correspondence, screening incoming mails and correspondence, receiving, directing and relaying telephonic messages, manages daily communications with the Operations team, preparing letters and memoranda inside and outside the company, fixing up appointments with the executives both internal and external; maintains filing system, confidential and personal files and visitors program; provides/gather general information as may be required; monitors/oversees the day-to-day requirement for supplies, equipment and facilities management which include maintenance coordination and inventory management; plans and advises the Managing Director of his daily schedule, maintains the daybook and keep appointment dairy ensuring all meetings, interviews and official duty trips are clearly indicated and communicated on time; prepares the minutes of meetings and assist in the arrangement of such and other important company meetings; Assists and coordinates with the accounts department; coordinates between and among clients and suppliers; bank coordination; prepares internal reports for the management and the operations department ; operations coordination between management and staff; HR/staff management, coordinate with the management to identify personnel requirements, job description/specifications, identifying applicant qualifications; coordinate with recruitment agencies for personnel requirements; advertise for a specific job vacancy; short-listing of candidates; applicant coordination; coordinates staff trainings and orientations for newly hired staff; coordinate and schedule periodic trainings and related activities for old staffs; employee relation from visa processing and documentation, employee records, welfare measures, etc.; disseminates instructions; flight bookings and hotel arrangements for management, staff and guests;  general office administration.

Executive Secretary/Office Administrator, Snacks Foodstuff, Deira, Dubai, UAE, from 15 January 2003 up to 30 August 2005

Major responsibilities include:  Directly reports to the Managing Director; organizes office system; business correspondence and memorandum composition; handles Managing Director’s appointment logbook; coordinates between and among clients and suppliers.  Maintains staff files; visa documentation; disseminates instructions; arranges flight details and hotel booking of staff and company guests; prepares attendance summary for payroll, monitor office supplies requirements; in-charge of general office administration and other accounting and marketing works such as quotations, invoices, delivery advice, purchases and delivery arrangements and other import and export documentations; updating customers accounts, payables and receivables follow-up; managing over 55 government and semi-government offices clients among other private companies; and suppliers’ and client’s contract documentations and preparation.

Registrar/Cashier/Teacher, Godwin’s Learning Center, Philippines, from May 2000 to December 31, 2002

Major responsibilities include:  prepare and maintain files of students, teachers and school staff; arrange for Social Security and Tax Identification numbers and Philippine Health Insurance cards of new employees/teachers; compute, monitor and update remittance for Social Security, Philippine Health Insurance and Withholding Taxes of employees for reporting; update the books of accounts of the school (monthly, quarterly and annual income and expenses for reporting to the Bureau of Internal Revenue office); prepare monthly, quarterly and annual reports with the Social Security, Philippine Health Insurance and Bureau of Internal Revenue; maintain and prepare permanent records of pupils and other school records; collection of fees; record and update payment transactions of pupils; handle regular, tutorial and remedial classes; substitute for absent regular teachers; and other administrative functions.

Executive Secretary, DMCI-Laing Construction, Inc., Makati City, Philippines, from July 1997 up to November 1999

Major responsibilities include: organize system fitted for a specific operation; handle Project Director and Deputy Project Director’s appointment logbook; composition and typing of correspondence, reports and contracts; deal with 23 expatriates’ requirements, arrange flight schedules and purchase plane tickets, hotel scheduling and arrangements, passport documentation including visa application, visa waives/extension, exit of all incoming/outgoing expatriates and staff; maintain central filing system, monitor office supplies requirements; disseminate instructions; update daily construction activities report; and other secretarial and administrative functions.

Accounting Clerk, Nissen Denki Philippines, Inc., Manila, Philippines, from January 1996 to June 1997

Payroll preparation; credit and collection; check preparation; data control.

Staff Clerk, Office of the Municipal Civil Registrar, Malolos, Philippines, from April 1992 to September 1995.

Data Control, Civil Registration works (Birth, Death and Marriages), Marriage Licensing, In-Charge of computerized central filing system, Legitimization, Late Registration, typing of correspondence, feasibility studies of municipal projects.

Examinations/Trainings

Career Civil Service Examination for Professionals, Philippines 
-
95.35%

Symposium on Year-end Adjustments
- Bureau of Internal Revenue, Philippines

British Council- Dubai, UAE

 - International English Language Testing System (IELTS)  

    First Certificate in English Effectiveness Level 5

Tejari Exchange- Dubai, UAE   

 - Tejari Fundamentals - Online Procurement Service 

    Training Program 

Zaabeel Training Institute, 

Dubai, UAE
               - currently enrolled – HR Management

Educational Attainment

Intermediate

Atlag Elementary School, Malolos, Bulacan, Philippines

•
First Honorable Mention

•
Declaimer of the Year Awardee

Secondary

Hagonoy Institute, Hagonoy, Bulacan, Philippines

•
Top 5 Graduate

•
First Place – Extemporaneous Speech

•
First Place – Essay Writing Contest

•
Declaimer of the Year Awardee

Tertiary

Bulacan State University

•
Bachelor of Science in Industrial Education, Drafting Technology

•
Polyrep member

•
Full Scholar

Vocational

Applied Computer Data Center, Malolos, Bulacan, Philippines

•
Computer Programming

•
EDP, Basic, Cobol, Dbase III Plus, Fox Base

Personal Information

Birth date

27 November 1970

Citizenship

Filipino

Civil Status

Married

Languages

Tagalog, English

