NEONETTE 

Dubai, UAE

Email Address: neonnette.113642@2freemail.com 
_______________________________________________________________________

PERSONAL INFORMATION
Age


:
43 years old

Date of birth

:
March 15, 1973

Sex


:
Female

Marital Status

:
Single

Citizenship

:
Filipino

Religion

:
Roman Catholic

Weight


:
48 kg

Height


:
5”

CAREER OBJECTIVE
· To seek a challenging position with a reputable organization that will allow into position of broader responsibility.

· To work enthusiastically in team to achieve the goal with devotion and hard work.

· To be able to utilize my knowledge and skills in the furtherance of the company’s growth.

· Willing to undergo further training to upgrade my skills and knowledge.

EDUCATIONAL BACKGROUND
Bachelor of Science in Commerce 

Major in Management

School Year: 1994

Notre Dame of Marbel University

Philippines

PROFESSIONAL EXPERIENCE

Aug.  27 2015 to March 2016 : Equipment International
                                                         Dubai UAE

Position Held                               : Secretary/Admin Coordinator

Duties nd Responsibilities:

· Sorting emails by urgency

· Updating daily sales

· Monitoring sales staff attendance and their daily duties

·  Coordinates with the accounts department

·  Distribute day by day work to staff

·  Attend telephone, fax , emil inquiries

· Channel messages

· Maintain Specimen of offers given

·  Review pending inquiries

·  Follow up offers given

· Coordinate with the suppliers

January 2011 to August 23, 2015
:
Bahrain House Fashion LLC( under the umbrella of 





Yateem Group)





Dubai, UAE

Position Held

:
Secretary/Admin Coordinator cum HR Coordinator

Duties and Responsibilities:

· Sorting emails by urgency

· Prepare business correspondences and filing

· Arranging meeting/appointments for the managing director

· Updating the daily sales

· Monitoring workers and sales staff attendance and their daily duties.

· Preparing monthly sales staff rooster.

· Coordinate with the accounts department

· Monitoring all the daily transaction using the TALLY SYSTEM

· Coordinates with the PRO and preparing documents for the visa and permits expirations and renewals and all other human resource related issues.

· Keep/update  and monitor the flow of documents.

January 2011 to August 23,2015
:

Yateem Group






Dubai, UAE

Position Held

:

Secretary/ HR Coordinator

Duties and Responsibilities:

· Administered components of Human Resource such as staff list employee file reports

· Carried out and maintained filing systems on paper or computer for confidential documents including passports, work permit and update 201 file.

· Responsible in maintaining updated trackers and preparation of documents for renewal of employee visa and work permit, trade license, tenancy contract

· Managed online visa application (i.e. Schengen ,UK, US visa) for manager or staff traveling overseas.

· Prepared summary of monthly HR legal expenses.

· Responsible for overall maintenance coordination of company vehicles, registration renewal and  insurance renewals.

· Keep/update  and monitor the flow of documents.

· Keep track online application of licenses

June 1998 – January 16, 2011

:
Mary Mount School of Koronadal ,INC.







Koronadal City, Philippines

Position Held



:
Cashier/Administrative Assistant

Duties and Responsibilities:

· Assisting with various administrative , financial matters related to monthly accounting cycles.

· Liaise with students , parents , principal , payroll , accounting , suppliers. Etc.

· Responsible for daily cash deposits.

· Generate cash receipts and deposit report daily for reconciliation.

· Issue statement of accounts and examination permits.

· Arranging meetings , making travel arrangements for the directors.

· Registration and assisting on the hire paper works.

· Responsible for the permits renewals

·  Processing payables , personal expenses and timesheets and responsible in the purchase and procurement.

Personal Skills

· Self Motivated

· Attention to details

· Capable of Multi-tasking

· Ability to learn technical concepts

· Exercise discretions and maintain confidentiality

· Punctual and hard working

· Ability to work in fast paced automated environment and able to work independently.

Technical skills
· Computer knowledge  in excel, word and MS office applications.
· Outlook

· Internet /Intranet

