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   D E B B I E    
	Personal details

	
	Date of Birth: 8th April 1992 

Nationality: Filipino

E-mail: Debbie.161231@2freemail.com 
Visa Status: Employment Visa

Civil Status: Single



	Professional experienceS

	
	March 2013 – PRESENT                                                DIAGNOSTIKAMEDLABS
Receptionist/Admin                                                  DubiotechnologyPark, Dubai,UAE         
· Act as the first point of contact in the laboratory/office and coordinate with people internal and external organization. 

· Provide excellent customer service to all visitors and patients. 

· Sorting incoming and outing calls and email and ensuring that all calls and enquiries are handled appropriately and professionally and directed to the right person, if required. 

· Responsible for the upkeep and maintenance of the office and ensure that all office equipment & facilities are properly maintained and in working condition at all times. 

· Responsible for maintaining and ordering stationery supplies for the office. 

· Provide administrative & logistical such as shipment bookings, if required.

· Responsible for the office assigned petty cash and ensure that all expenses are tallied and submitted on timely basis. 

· Responsible for various HR Admin tasks such as maintain employee files, database updates, filing, preparation of memos & letter. 

· Provide support and assistance to other departments for any administrative tasks.  
· Handover cheques to suppliers. 
May 2012 – January 2013                      TOYOTA AUTOPARTS PHILIPPINES INC. 
HR – RECRUITMENT                                             Sta. Rosa Laguna, Philippines                   
· Monitors the daily attendance of the employees and prepares monthly reports to be submitted to the HR manager.  

· Ensures general administrative activities are under control and conducted in a timely & efficient manner. 

· Conducts interview to the applicants and over the phone initial interview.

· Updates employees’ legal records. 

· Provides back up support for the Admin/HR Manager in times of absence. 

· Performs any documentary work in computer such as MS word, Excel, and PowerPoint. 
· Ensures that all relevant employee documents are on file and up to date.

· Organize insurance card and insurance claims related to Group life insurance.
July 2011 – March 2012                            TOSHIBA INFORMATION EQUIPMENT 
Receptionist / Admin. Assistant                             Sta. Rosa Laguna, Philippines

Intern
· Answers phone calls, attends inquiries and provides the staff with the necessary information such as office extensions and other important telephone numbers 

· Coordinates various activities, arrange meetings, equipment required and prepare meeting room upon request.
· Ensures conference rooms are ready and meeting scheduled accordingly. 

· Provides help to employees on courier transactions, sending and receiving parcels.
· Maintains daily transactions record keeping and process received invoices for manager’s approval.
· Arrange hotel and restaurant reservations, events, and business meetings.


	skills and competencies 

	
	· Good oral and written communication skills. 
· Good interpersonal skills.

· Good leadership skills.

· Proficient in Microsoft applications such as MS word, MS PowerPoint and MS Excel. 
· Ability to multitask with attention to details. 

· Can work effectively under pressure within stringent deadlines. 

· Diligent in keeping records and filing.

· Detail oriented, self-motivated with flexibility of working hours during busy periods. 



	EDUCATION

	
	2008 – 2012                    POLYTECHNIC UNIVERSITY OF THE PHILIPPINES            

Laguna, Philippines

                                        Bachelor of Science in Clinical Psychology 

2004 – 2008                    INTERNATIONAL MONTESSORI SCHOOL                           

Laguna, Philippines 

                                        Secondary Education 
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