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Name:


Janalyn 
Email:


janalyn.194100@2freemail.com 
OBJECTIVES:
To attain a position in a company where I can learn and enhance my ability in secretarial and administrative works with a strong desire to make a substantial and positive impact towards the success of the organization and own professional growth to meet client satisfaction.

SUMMARY OF QUALIFICATIONS:
Passionate yet organized individual with three years’ experience in Secretarial and Administrative works. Acquired key skill sets and established work values as follows:

· Active learner and effective communicator – Practices good judgment while working closely with sales department, firm’s internal departments and customers.

· Outstanding communication skills – Ability to convince client while maintaining professionalism.

· Effectively work multi-task – Prioritize independently and meet tight deadlines at all costs.

· Proficiency in computers – Proficient in PowerPoint, Excel and Word.

PROFESSIONAL EXPERIENCES:

April 2010 – July 2013

Executive Secretary / Accountant
Kindai Dubai LLC

Dubai, United Arab Emirates
Company Industry: Trading 

(Kindai Dubai LLC is a liaison office of Kindai Kagaku Co. Ltd in Japan an OEM/ODM company and Kindai Kagaku Lanka (Pvt) Ltd. a BOI Company in Sri Lanka- Manufacturer’s of Hair Care Products and Skin Care Products.)
Duties & Responsibilities:
· Report directly to the Managing Director.
· Manage day to day operations of the company in the absence of the Managing Director.
· Receive, direct and relay telephone messages and fax messages.

· Maintain the general filing system and file all correspondence.
· Assist in the planning and preparation of meetings, conferences and conference

telephone calls.

· Respond to public inquiries.

· Provide word-processing and secretarial support.

· Type confidential documents on a word-processing system.

· Perform other related duties as required.

· Arrange ticket and hotel bookings.
· Promotes our products to new and existing clients through a pro-active approach.

· Prepares Invoices for customers.
· Manage account receivables and payables.
· Handles Petty Cash of the company.

· Responsible of all Bank Transactions and other related accounts matter.
· Prepare payrolls of the employees.

· Greet and accommodate clients and guest in the office.
August 2009 - January 2010

Shift Manager
Filipino Food Favorites, Inc,

Manila, Philippines

Company Industry: Wholesale and Retail

FFFI (Bakers Depot) -sells ingredients and tools & equipments for baking and cooking.

Duties & Responsibilities:

· Report directly to the General Manager, Area Manager and Store Manager.

· Take charge of all the responsibilities of the store manager in her absence.

· Prepare and receive orders of the store.

· Manage and arrange schedule of the staff.
· Handle petty cash and funds for cashiers.

· In charge of stock inventory.

· Handle customer complaints and solve.
· Manage and maintain positive relationships with customers.
· Assist with the implementation of the marketing strategy with specific objectives and targets.

· Updates sales and marketing materials.
· Promotes our products to new and existing clients through a pro-active approach.
· Supply sufficient information to the marketing manager to enable effective promotions and sales.
· Coordinate and response to all internal meeting requests.

· Entertain and answer customer questions.
· Prepare documents needed in the store.
EDUCATIONAL BACKGROUND:
June 2005- April 2009

St Therese – MTC Colleges - Iloilo City, Philippines





       Bachelor of Science in Hotel and Restaurant Management 

Awards Received:

1. Cum Laude
   
2. Best in Research 

3. College Service Award 2008- 2009

4. With Honours’ 2006-2008
5. Dean’s Lister 2005-2009
6. Passed TESDA - F& B NCII Assessment
Scholarship Received:

1 Former President Gloria Macapagal Arroyo Scholar
LANGUAGES AND DIALECTS:
English - fluent both in written and oral communication

Tagalog - fluent both in written and oral communication
PERSONAL INFORMATION:
Birth of Date

:



January 16, 1988
Gender

:



Female

Height


:



5’6”

Religion

:


     
Roman Catholic

Nationality

:



Filipino

Marital Status
:



Single

Visa Status

:

   

Tourist 
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