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Personal Summary
Well presented with exceptional customer service skills, and the ability to provide an effective reception and switchboard service. Experienced in working under pressure in a quick paced fast moving environment and able to receive guests on arrival in a friendly, helpful and approachable manner. Able to be a integral member of a administrative and clerical team, and can followinstructions and also have a willingness to learn. Currently looking for a suitable receptionist position with a progressive company.

Qualifications
With more than 10 years experience in administrative works. Excellent written and communication skills (English). 
Knowledgeable in computer (MS Office, MS Word, Excel, Internet) Strong work ethics. 
Flexible, hardworking and dedicated to work. 
Ability to learn new duties quickly with less supervision. Can work under pressure with minimal supervision. 
Flexible in responding to changes and accepting new responsibilities. 

Work Experience
Admin Assistant cum Receptionist
Retail Logistic LLC
Dubai, U.A.E
June 2009 up to Present
Answering all incoming calls / emails and re-routing them to relevant parties. Meeting and greeting visitors ensuring they are signed in and inducted. 
Opening, distributing, collecting and taking the post. 
General administration duties, photocopying, filing etc. Dealing with any enquiries at the reception. 
Data entry onto internal systems. 
Reporting any problems to the office manager. 
Ensuring that the reception area is tidy and clutter free. 
Monitoring stationary stock and reordering when required. Operating a computer system and switchboard. 
Arrange Employment and Residence Permit of the employees. Responsible for renewing Residence Permit. 
Responsible for hotel and flight booking. 

Preparing Local Purchase Order. 
Responsible for sending courier and invoices. 
Answering customer queries regarding the status of there shipment. Coordinates department request and purchases. 
Responsible for applying health insurance of the employee and arranged medical reimbursement. 
Receive visitors coming and assisting their needs. 
Secretary cum Receptionist
Alumax Metal Contracting LLC
Dubai, U.A.E
May 2008-up to April 2009
Answering all incoming calls / emails and re-routing them to relevant parties. 
Handling front office works like sending fax, encoding, filing, courier, e-mail, scanning etc.. 
Responsible for sorting of all incoming documents by fax or by telephone and distribute it all to the concerned persons. 
Responsible for constructing letters for clients and consultant. 
Maintains filing system, updating records and ensure safe custody of confidential documents. 
Follow-up on all important matters with all concerned to ensure timely actions. Preparing company’s pre-qualification / company profile. 
Gathering all documents for signature. Setting appointments / meetings. 
Responsible for all stationary supplies. Issuing LPO and quotations. 
Filtering all incoming calls. 
Responsible for hotel & flight booking. 
Performs other task as maybe assigned. 
Purchasing Staff
Nidec Precision Philippines Corporation
Laguna Technopark, Binan Laguna, Philippines
July 2006 – April 2008
Coordinates department request and purchases. Assists department office needs and directives. 
Prepares Purchase Requisition Form for every item to purchase. 
Ensures purchase items arrival is well coordinated to supplier and end-user. Expedites arrival of item on time based on the committed delivery. 
Coordinates with the purchasing manager, assists documents for signatories. Carries good deal with suppliers for the least cost but good product service. 
Has direct contact with the supplier to keep informed and request for price discount. Performs basic office functions (photocopying, memos, faxing, filling, etc.) 
Monitors requisition for supplies and engineering project. 
Checks and verifies supplier qualification of the company standard. Prepares inventory report every end of the month. 



Office Staff
House Research & Development Pte.. Ltd.
July 2004 - November 2004
Assigned under Hacchu Dept. which responsible for all windows in floor plan. Compute the sizes of windows and balconies. 
Handles incoming calls and perform clerical works. 
Responsible for analyzing and encoding data into internal system. Responsible for sending file and follow up. 

Education
Bachelor of Science in Commerce - Major in Management Rizal College of Taal, Philippines
2000-2004

Practicum
Digitel Telecommunication Incorporation
Lemery, Batangas Philippines

Personal Information
	Age
	:
	31

	Sex
	:
	Female

	Date of Birth
	:
	September 28, 1983

	Civil Status
	:
	Married

	Nationality
	:
	Filipino

	Visa Status
	:
	Residence Visa
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