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OBJECTIVE

A position in office management with major responsibilities that will utilize my communication, organizational and leadership skills. Interest in administration, human resources, accounts, and business support services.
CAREER EXPERIENCE SUMMARY

· Industry experience: Telecommunications, IT-enabled/BPO/Call Center, Publishing, Hospitality, Research 
· Functional experience: Human Resources, Training and Development, Administration, People Management, Recruitment, Sales and Marketing Support, Accounts/Contracts Management, Procurement
SUMMARY OF QUALIFICATIONS
· 8+ years administration operations experience

· 6+ years experience in accounts receivables/payables, invoicing, collection and financial reporting
· Proficient in Microsoft Office Suite (Word, Excel, PowerPoint and Visio), Outlook, the Internet, and applications such as Siebel, SAP, SharePoint, and Headtrax
· Fluent verbal and written communication skills in English
· Adept at managing multiple priorities in a pressured environment
· Exceptional leadership, organizational, oral/written communication, interpersonal, analytical, numeracy and problem resolution skills

· Thrives well in both independent and collaborative work environments
PROFESSIONAL SKILLS

Organizational and Communication Skills

· Serves as specific point of contact for the Dubai office; coordinates stock requirements with the UK and South Africa offices
· Coordinates and performs duties on behalf of the Managing Director with key customers, sponsor, bank, and suppliers 

· Ability to plan for requirements of the office and ensure smooth operations

· Created handbook of company policies and guidelines and monitored implementation
· Facilitated workshops on topics such as Team Building and Leadership Skills for staff
Human Resource Skills
· Performs duties such as interviewing/hiring, people management, and performance management
· Delegates suggestions and duties to other team members regarding opportunities for improvement in work-related tasks and processes

Customer Service Skills

· Delivers excellent customer service while working with clients on a daily basis
· Interacts with clients and utilized excellent organizational skills to arrange implementations, upgrades/migrations, and basic maintenance for databases
· Serves as a liaison between clients and staff to resolve clients problems and implement long and short term solutions 

EDUCATION

Ateneo Graduate School of Business, Makati City, Philippines, 2007

Project Management Professional (Project Management Institute standards)

University of the Philippines, Manila, Philippines, 1992

Bachelor of Arts, major in Organizational Communication

Siena College of Taytay, Rizal, Philippines, 1987 

Primary to Secondary Education

EMPLOYMENT HISTORY

Senior Office Administrator, Network Telex International, Dubai, UAE, Aug 2008 to present 
Training and Service Delivery Manager, ePLDT-iPlus, Philippines, Apr 2004 to Apr 2008

Operations Manager, Sykes Asia, Inc., Philippines, Jan to Dec 2003

Supervisor, Dow Jones and Company, Philippines, May 2001 to Aug 2002

Admin Officer, Mimosa Golf and Country Club, Philippines, Jun 1997 to Feb 2001

Coordinator, Ibon Foundation, Inc., Philippines, May 1994 to May 1997

AFFILIATION
United Nations Volunteers – Online Volunteering Organization
Performs Journalism and Coordination tasks for various UN-affiliated organizations.

REFERENCES available upon request.
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