	SHALIE 
Shalie.14089@2freemail.com 
Location:        Dubai U.A.E.


	

	WORK EXPERIENCES


July 2011 to Present 


Office Manager at IT Max Global 
Cluster W - Jumeirah Lake Towers, Dubai UAE 

· In charge of general office administration 
· Design, update, implement and maintain office policies

· Establish standards and procedures 
· Organize office operations and procedures
· Coordinate with IT department any concerns about office equipment
· Manages contract and price negotiations with office vendors, service providers and office lease
· Does sales coordination, prepares proposal and quotation and provide assistance to the Sales team
· In-charge of the recruitment process, assist in the onboarding process for new hires, prepares & maintains employee related documents, i.e. offer letter, maintaining of leave cards etc.
· Address employees’ queries regarding office management issues (e.g. stationery, hardware or laptop upgrade etc.)

· Maintain the office condition and arrange necessary repairs
· Liaise with building management (Concordia & Strata), DMCC, Chamber of Commerce, vendors, including cleaning, repairs & maintenance agencies
· Plan in-house or off-site activities, like company dining, parties, celebrations and conferences
· Arrange out of the country trips, from applying for entry visa to arranging hotels and transportations 
· In charge of renewals of annual company subscriptions: PO Box, Domain, Office 365, office lease etc. 
· In charge of logistics & Dubai Customs related tasks
· Coordinates with forwarders/freight companies in relation to import & export shipments

· In charge of accounting related tasks & records them to QuickBooks when finance controller is on holiday
· Manages and takes custody of petty cash ensuring accurate and timely reporting

· Maintains all company confidential/important documents 
· Performs project research assignments whenever necessary
· Provide general support to visitors

Aug 2008 to July 2011

Administrative Supervisor at Seed Group of Companies

Sheikh Zayed Road, Dubai UAE  

· Directly reporting to the CEO & the Director of Sales
· Manages the calendar & arranges itinerary during official business trips 

· Manages travel, hotel & transport accommodation of MD & Staff traveling for official business ensuring we are getting the lowest rate

· In-charge of overall general office administration 

· Prepares memo, inter-office & corporate correspondence 

· Handles accounting tasks: cash position, payroll, payment requests, invoice, sales & expense reports using Quickbooks
· Prepares employee related documents; i.e. Offer letter; Employment contract, Purchase Agent Agreements etc.
· Working directly with the PRO on processing corporate licenses/renewals & employee visa applications, including travel arrangements for annual leave for staff 

· Maintains corporate confidential files, tenancy agreements & employee files 

· Manages all apartment leases, e.i. renewal of tenancy agreements 

· Performs project research & marketing related assignments whenever necessary

· Performs other related tasks as may be required 
May 2006 to May 2008
Customer Service Supervisor/Systems Administrator at Grepcor, Inc
Ortigas Center, Pasig City, Philippines
· Directly reporting to the CEO & the Business Development Manager
· Overall in charge of the Customer Service Department
· Primary Key Responsibility Areas include:  a) Sales order processing; b) Delivery & messengerial; c) Systems administration &;  d) Provide marketing assistance on quarter/annual Sales & Corporate events
· Ensures that the policies within the customer department is strictly followed with emphasis on the following critical areas: filing/document controlling, sales order processing & next-day delivery policies

· Prepare reports for the weekly meeting with the CEO regarding the department’s achievements & concerns

· Performs administrative/customer service support to the messengers & sales people
· Assists in preparation of artworks (using Adobe Photoshop) for corporate branding activities & regular marketing events
· Provides solution to all customer complaints, delivers in a timely fashion & aims to achieve complainants’ full satisfaction 

· Provide overall assistance to the Sales department’s regular marketing campaigns
· In-charge of the database/accounting system; i.e. the Great Plains Microsoft Dynamics

· Maintains all the databases/master files; i.e. customers, item maintenance, official price lists & vendors

Mar 2003 to Jun 2005

Researcher at Fox Research (for Glaxo SmithKline) / Synovate 
Chino Roces Extension, Makati City

· Attends briefings/trainings of each research project

· Follow-up status of research projects (with fieldwork and data processing) & prepares weekly project status

· Attends to matters regarding the fieldwork activities; i.e. briefing notes, questionnaires formation etc.
· Attends to matters concerning data processing; i.e. code frames, DP specs, sticks analysis; FGDs


· Prepares drafts & final powerful presentation of all gathered data
Feb 2001 to Jun 2001

Services Officer-Accounting Support at Thames Int’l Business School 
San Juan, Philippines
· Petty cash & change fund custodian

· Performs cashiering, safekeeping & banking in of all daily collections 

· Prepares cash report of all collections to be reported on a daily basis to Accounting Department

· Issue original & acknowledgment receipts for all payments received

· Files & maintains all the students' accounts & registration folders

· Prepare demand letters for the students with accounts already due

· Encodes/updates the system (IMIS System) that generate reports involving student’s records

· Performs usual administrative support such as; filing, faxing, printing/copying, receiving, &routing of inter-office memo 

· Maintains the system (IMIS) in the absence of the Systems Administrator
Oct 1998 to Jan 2001


Accounting Staff at Ocean Canning Corporation 
Ortigas, Pasig City

· Prepares payroll

· Manages canvassing & sourcing of raw materials (procurement works)
· Prepare purchase orders for canvassed items & follows up deliveries of orders

· Encodes & manually posts accounting books

· Prepares check vouchers & accounts payable vouchers

· Performs document controller duties (filing, indexing & safekeeping)
· Issues & releases checks upon superior’s approval

· Double checking of all submitted inventory reports based on previous reports 

· Prepares monthly payment of government dues & bills
	PERSONAL INFORMATION




Religion


Roman Catholic
Place of Birth
Manila, Philippines



Gender

Female





	SKILLS, TRAITS & INTERESTS


Computer Skills:  
Office System Software: 
Outlook, Word, Excel, Powerpoint, Access, Photoshop
Other Accounting Software:
Microsoft Dynamics Great Plains, Maximizer 10.5, Quickbooks 
General Skills:

Can speak and especially write English communication with ease
Excellent skill in preparing office correspondence and memos
Excellent skill in organizing calendar of events within set objectives

Adaptive to individual or team effort environment 

Very good at learning or do self-study any computer application system software 
	EDUCATIONAL BACKGROUND


1994 to 1998

Bachelor of Science in Commerce; Major in Management




Centro Escolar University, Philippines
Training:

Nov 3-5, 2007 - Front Liner DP Training – Supervisory training
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