[image: image1.jpg]



LILIBETH 












Email Address:  lilibeth.20571@2freemail.com 
CAREER OBJECTIVE


To pursue a career in the field of operation, administration and customer service or any post commensurate to my qualifications which can help me grow as an individual and give me the opportunity to share my professional ability.

Work Experience:

Designation: Administrative Assistant

Scope of Work: Office administration, Reception, Secretary 
Rosy Blue DMCC
January 3, 2004 to Present

As an Administrative Assistant/Receptionist
· Office Administration & self correspondence.

· Providing efficient reception services by screening incoming telephone call, taking accurate messages, dealing with queries from callers and visitors, establishing nature and priority of requirements of unexpected visitors to ensure that they are routed in a timely manner to the concerned staff.

· Sending and receiving faxes, answering mails

· Responsible for all travel arrangements for example obtaining travel quotations, arranging flights for staff and arranging hotel accommodation for new joiners and for business travel purpose as directed.

· Coordinate with courier companies regarding company consignment and documents/parcels for shipment

· Arranging  a car hire for staff

· Any other duty deemed relevant to the role
· Prepare documents written or verbal including letters and other materials

· Provides assistance in typing, recording, filing, and retrieving documents.

· Monitoring, inventory and purchasing company’s office supplies and stationeries

· Developing and maintaining database records to collate and retrieve data from

· Dealing with telecoms provider, Etisalat, to arrange new telephone connections and internet facilities

· Preparing applications for all staff to the UAE immigration and labour offices, including completion and preparation of the relevant forms and preparation of the necessary documents

· Regular follow up and coordination with Govt. Dept. for Visa, trade license and other documents.

· Maintaining and reconciling accounting statement for the payment of visa.

As a Secretary 
· Prepares and maintain cash vouchers for all cash out and issue cheque for all payables

· Prepares and submit various reports, i.e. telephone, traveling, admin, visa, etc.

· Maintain organized filing for accounts documents, i.e, bank statements, petty cash, sales invoices, bank payments, etc.

· Petty cash custodian assistant

· Provides assistant to CEO like typing, filing and sending correspondence either by fax, post and keeping various confidential documents

· Prepares bank instruction payments/documents for payment
· Take and transcribe dictation, organizing mail and handling business correspondence

· Making GRN (Goods received note) for invoices received.

· Coordinating and submitting documents to agents for custom clearance.

EDUCATION:


COLLEGE                 SY. 1999-2003          B.S. Chemistry

                      (May 9, 2003)            Polytechnic University of Philippines

                                                            Sta. Mesa, Manila.

SKILLS:

· Excellent communication skills (written and spoken English)

· Knowledge in MS Word, Excel, Power Point, and Internet Explorer

· Quick adaptability at new working environment
· Can deal with different kinds of people

· Pay close attention to details, open to learn new methods and ideas

· Dedication and drive as a hardworking individual

· Ability to manage multi-task in a pressured environment

PERSONAL DETAILS:
Birthday

:
May 31, 1982
Visa status

: 
Transferable
OTHER DATA:
Punctual, efficient and organized. Analytical and can work independently. Friendly by nature and get along with all types of people. Presentable and outgoing. Graduated in Bachelor’s degree. Computer – literate. Knows how to use office machines like photocopier, facsimile, scanner and others.

REFERENCE:                         


Suresh Kumar Alanghat
Human Capital Consultancies
I hereby certify that the above information is true and correct to the best of my knowledge.
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