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Nationality


:
Filipino
Qualifications
:
Bachelor of Arts in Psychology        
	OBJECTIVE:

PAST EXPERIENCE


	 Commitment to Improving Knowledge and Ability

	December 2007 – May 2014  

	Samsung (C&T) Corporation
Dubai, United Arab Emirates 
Executive Secretary/Personal Assistant and Document Controller at the world’s tallest building, the Burj Khalifa Tower located at the Burj Dubai Development. 
During the initial four month period personal secretary to the project Senior Contracts Manager, responsible for general secretarial duties including coordinating and recording incoming and outgoing correspondence, preparation of letters, assisting in the preparation of subcontract documents and arranging meetings with various parties. 
Promoted to Executive secretary and personal assistant to the Project Director, responsible for arranging meetings and business appointments, coordinating the incoming correspondence and various forms of documentation for review by the Project Director, following which arranging for the distribution of copies to the appropriate parties. 
Other duties included the organization and supervision of office personnel to scan, register and file correspondence and other documentation.
From the end of August 2010, to date, my responsibilities were expanded to include those for both the Project Director as mentioned above and also the secretarial services for the project Senior Contracts Manager, to whom I was initially responsible when I first joined the project, with my additional duties also being as described in the first part of this section.

From May 2011, responsible for the project document control, which included the recording, checking and coordination of all incoming and outgoing documentation, attending meetings with Messrs. Emaar’s Project Manager, their consultants and the numerous subcontractors to finalise the submission and approval of the contract requirements which included, but not limited to Work Orders, Operation & Maintenance Manuals and the ‘As-Built’ drawings.


	June 2007 -  

November 2007 
	Temporary Executive / Senior Secretarial Services
Dubai, United Arab Emirates

Temporary secretarial services to medium and large size companies, responsible for a variety of duties, including arranging meetings, reviewing incoming correspondence and forwarding to the appropriate departments or personnel, filing soft and hard copies of documents, preparing general correspondence, including preparation of quotations and invoice documentation.


	
	

	June 2005 – 

May 2007
	Cyber City Teleservices, Clark Special Economic Zone, Philippines
Customer service representative, responsible for customer relations, in particular resolving customer queries, complaints and processing new customer applications.


	June 2004 – 

April 2005
	Private Tutor, Singapore
Teaching primary school children English comprehension, reading skills including pronunciation and advance preparation of programmes for training and learning activities. 


	September 2001 – 

May 2004
	Teacher, Jianzhong School, Zhuhai China and Coloane Macau
Teaching kindergarten school children English, researching material and preparing lessons, checking and marking test papers, including the supervision of two Chinese assistants. Ensure children regularly practice psychological self-construction activities by means of interaction with their environments.


	August 2000 – 

August 2001
	Secretary and Front Desk Officer

Tarlac City, Philippines
Attends promptly to customer’s inquiries, assisting them with their needs and providing solutions to their concerns and complaints. Duties included monitoring and finalizing of reservations, cashier, recording daily transactions and liaising with the senior accountant to prepare monthly financial reports.


	February 1994 – 

July 2000
	General Responsibilities Related to Family Business, Baler, Philippines
Assisting in the administration and day to day running of the family business interests and investment. Responsible for carrying out secretarial duties, preparing invoices and general accounting. 



	July 1991 – January 1994 
	Bank Teller, Metropolitan Bank and Trust Company, Makati, Philippines
Processing and recording routine transactions for bank customers including cashing checks, accepting deposits and withdrawals, processing money transfers and utility bill payments. Ensuring the currency balance, cash and check was correct on a daily basis. Resolve issues and problems with customer accounts for good customer relations.


