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CAREER OBJECTIVE


To secure a challenging position in a company offering long-term opportunities where my skills, capabilities and expertise can be utilize to yield optimum benefits to the organization.

SKILLS AND QUALIFICATIONS 

· Computer literate with a high aptitude in learning new programs. 

· Ability to learn fast and manages time effectively and productively.

· Pleasant and attentive personality with excellent communication skills.

· Possess excellent interpersonal skill, interface seamlessly with others from all levels, backgrounds and cultures.
· An optimistic person and confident of performing all the duties vested in me with full dedication and in outstanding manner.

· Can handle work under pressure.

COMPUTER SKILLS

MS Outlook, MS Word, Excel, PowerPoint 

EMPLOYMENT HISTORY

Recruitment and Administrative Assistant           September 2006 - December 13, 2009
Lobo Management Services 

Dubai, UAE


One of the leading recruitment and executive search company based in Dubai.

General Function

· Handling new accounts, scrutinize each requirement in detail & framing advertisements to be published for every new position received.

· Short-listing and interviewing candidates to judge them on various grounds such us personality, intelligence, communication and other skills that would be required in carrying out the necessary job responsibilities.

· Conducting independently any correspondence related to the job on hand.

· Doing personal and telephonic interviews on behalf of the client.

· Ensuring feedback with the clients and making the right placements.

· Providing support to the management in human resources related activities.
· Maintaining Database – This will include updating CVs, soft & hard copy filling, segregating the data as per industry, years of experience, nationality, gender & other aspects.

· Liaising with clients and candidates on issues such as business meetings, internal & external interviews in person or on the telephone and any other sort of coordination duties that may arise.

· Assisting in organizing and updating the management information systems on a regular basis by ensuring the necessary follow up process are undertaken.

· Maintaining relevant or confidential records, correspondence, reports and other documents available for reference and efficient operation of the office.

· Perform other duties assigned by the manager from time to time.

Administrative Assistant 

  

          
 June 2004 – June 2006

Cash Department

Rural Bank of Bambang - Philippines

General Function
· Acted as Document Examiner for signature verification in opening of savings/current account and drawing of accounts to ensure smooth daily bank transactions.

· Assisted clients in opening savings accounts and checking accounts. 
· Informed clients to other bank products and services.

· Received payments and prepared reports on daily/monthly Social Security System contributions collections.

· Responsible in sorting bills and classifications.

· In charge in daily bank cash collections and petty cash.

· Maintains detailed records of clients and update them for new banks services and promotions.

· Assists & guides clients on bank services and recommends alternatives.

· Maintains confidential files, reports & other bank transactions.

· Perform other duties assigned by the Department Head from time to time.

Secretary/Office Administrator (Law Office)

December 2003 – May 2004

Atty. Alma Morales Law Office - Philippines

General Function

· Performs regular office and administrative works as directed by the management.

· Takes minutes of meetings and provides necessary documentations required.

· Arranges travels and keeps records of appointments & diaries of the manager.

· Drafts correspondence, screens incoming mails and direct all incoming calls appropriately and efficiently.

· Maintains and supervises efficient filing system for individual customer’s records.

· Monitors attendance of employees, overtime records & office supplies.

EDUCATIONAL ATTAINMENT

Bachelor of Science in Information Technology 

Saint Mary’s University
Bayombong Nueva Vizcaya, Philippines

1999 - 2003
AWARD RECEIVED

AWARD

          AWARD GIVING BODY

INCLUSIVE DATES

Consistent PESFA Scholar
Commission on Higher Education
June 1999 –April 2003      

TRAININGS ATTENDED
Job Portal – Finding the right candidate 
104 Alpha Building, Internet City, Dubai



July 27 – 28 2008
CALIPER - Talent assessment solutions (Hiring, Developing, Team Building & Organizational concerns)
Novotel, Dubai, UAE 






June 23 - 24 2009

PERSONAL INFORMATION

Nationality


:
Filipino
Status



:
Married
Visa



:
Employment (End of Contract)
Language Spoken

:
English, Tagalog


