DEFENSOR
Defensor.150576@2freemail.com 
Objective:  An experienced professional seeking for a permanent and secure position with any related to administrative assistant, coordinator, and/or office related position to strengthen my skills; impart my knowledge and further allow me to grow strongly with new challenges 

Skills and Personal Attributes, Team player, receptive and proactive, Deadline conscious and output-based, Proficient in Microsoft Programs, Good in Written and Oral Communication, Planning, Organizing, Negotiating and Facilitating Skills, Good Interpersonal Skills, Can work under pressure and deadline conscious, Patient and willing to learn, Hardworking, Leadership skills, Documentation and recording skills, Punctual and Diligent, Facilitator and organizer
 EXPERIENCE HISTORY

Process Control ASSISTANT (ADMIN)


 December 7, 2014 – December 6, 2016
Sheikh Khalifa Specialty Hospital, Division of Facility 
Ras Al Khaimah, United Arab Emirates

· Keep track of the entire division annual leave balances, eligibly hours for hourly leave ensuring correct information and keeping record of HR related documents (annual leave, sick leave hourly leave applied)

· Act as the primary contact between the HR and division
· Prepares, review and tracking the compensatory time off to ensure that it is with the policy before taken approval until c-levels’ and submit to HR department.
· Prepares monthly and current status of leave balances to the director

· Person in-charge to receive the updated HR masterfile in a confidentiality matter as it is related to all hospital employees’ information 

· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages and sending emails

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies

· Develop and manage office files, records and prepare file storage list to enable easy access to files
· Maintains the departmental petty cash and submit the monthly report to finance department

· Prepare manuals used for safety training and development programs conducted for newly joiners and hospital department quarterly training.
· Safe keeping of the hospital keys and confidential documents related to the division

· Collates daily report and update work management monthly basis for the division
· Prepares payment request and purchase request for each division

· Act as the primary contact for outsource company or vendor in case of any required action or item

· Deal with vendors for items required in the division, requesting quotation and prepare purchase request

· Setting appointments , arranging meetings and taking minutes of meetings if requires

· Responsible for handling the scheduling of the office holiday party
· Contributes for the preparation and accomplishing related results on JCI Chapter team.

· Perform any other duties assigned and requested by the Director

ASSISTANT





 

May 26, 2012 – December 6, 2014
Liwa Trading Enterprises LCC

Abu Dhabi, United Arab Emirates 
· Review and evaluates applicant cvs’, filtering qualified applicants and submit to headquarters

· Managing the shift schedules and reported the final to headquarters

· Act as the liaison between the staff and headquarter
· Clerical works

· Encoding/decoding

· Organizes store files and documents confidentiality

· Document sales in a regular basis

· Receives costumers reservation orders

· Assists costumers needs promptly

· Attends phone calls and online queries

ADMINISTRATIVE ASSISTANT





January 2012 – April 30, 2012
B&E Computer Sales & Services 

Roxas City, Capiz, Philippines

· Responsible for incoming and outgoing papers

· Maintains confidential files related to office

· Maintained and updated employee files and office records
· Attendance card monitoring and prepares report to ensure that salary is well computed. 

· Responsible for encoding as per request

· Taken orders of lay-out and prepare quotations as requires

· Attends queries on phone 

· Assist on pre packing and delivering

· Office related works

STORE SUPERVISOR






April 9, 2009 – December 2011
Panulce Cakes and Pastry 

Roxas City, Capiz, Philippines
· Supervises the staff and ensures the correctness of all documents prepared by them
· Responsible for filling and documentation

· Keeping confidential documents

· Monitoring the attendance of the staff

· Prepares payroll for the personnel

· Answering phone calls and emails queries 

· Clerical Works

· Auditing/Managing

· Review and records the daily sales

· Prepares a monthly report of sales

· Merchandizer

  
SECRETARY CUM RECEPTIONIST




June 2008 – March 2009

Besana’s Law Firm






Roxas City, Capiz, Philippines
· Prepares and manages correspondence, reports and documents
· Maintains schedules and calendars
· Confirming appointments 
· Keeping complete, accurate records of all confidential documents 
· Handling phone calls and fax 
· Filing of employees’ 201 folders

· Compiled insurance information for staff
· Provides support and assistance to various staff needs

· Encoding/decoding; Clerical Works
SCHOOL RECEPTIONIST 


 


April 2007 – May 2008

Department of Education, Division of Roxas City

Roxas City, Capiz, Philippines

· Handling  the clerical works

· Maintain schedules and calendars of the school
· Attending phone calls
· Maintained and updated employee files and training records
· Assisted interviewing committee
· Prepares and organizes school activities
· Documents improvements among pupils
· Guidance counselling; Plans and implements pre-school pupils development
COMPUTER SKILLS :  Microsoft Office Application

Seminars & Training Attended : First Aid & Basic CPR, Fire and safety, Hazmat, Basic Arabic,  

                                                  Arab health 2015
PERSONAL INFORMATION

Birthdate:

November 14, 1986

Sex:


Female

Nationality

Filipino

Civil Status:

Married
Religion:

Christian

Visa Status : 

Residence Visa (on transferable)

EDUCATION

Bachelor of Science in Elementary Education

Graduated S.Y. 2007
Filamer Christian University, Roxas City, Capiz

