	JOY 
PERSONAL DATA 
Gender: Female
Age: 26 
Interest:  Electronic enthusiast, Internet Savvy, travelling and anything artistic and creative.
PERFORMANCE STRENGTH
· Highly motivated with lots of determination to succeed and to achieve desire goal:  Discipline in work and capable to work long hours.


	CAREER OBJECTIVE

To assist the Administration Division and Operations in fulfilling my duties with professional capabilities and hardworking with sincerity to work in a fast paced environment and with a team effort.
PROFESSIONAL EXPERIENCE
- ME LTD (DOCUMENT CONTROLLER)
MAKATI CITY, PHILIPPINES

(January 2016 – May 2016)
DUTIES AND RESPONSIBILITIES
· Scanning and registration of incoming and outgoing correspondence, reports, issuing drawings to clients and contractors, as well as, using the document management systems;
· Uploading / Downloading electronic architectural drawings and technical documents to the extranet sites;
· Receive, issue and distribute project documentation;
· Record and print incoming and outgoing documents to ensure accurate data recording;
· Maintain project documentation filing system and archive;
· Coordinate with CAD, Engineers and ensure correct document and drawing management;
· Performs such other task related functions that may be assigned from time to time.
PöYRY ENERGY, INC. (SECRETARY CUM RECEPTIONIST)

MAKATI CITY, PHILIPPINES

(May 2015 – November 2015)
DUTIES AND RESPONSIBILITIES
· Handling local and international and route calls to appropriate resource then follow up customer calls if necessary.
· Managing all flight bookings and arranges the approval from the President.
· Fax related matters both Manual and Online

· Responsible for all admin works and directly reporting to the President.

· Responsible for the submission of pre-qualification, proposals and any important and necessary documents.

· Arranging hotel bookings for visitors.

· Overall in charge in reception area and assisting clients, visitors, customers, suppliers and other employees.



	· Adaptable to new environment very easily, like to face new challenges in work and very much competent to work under pressure.

· A commitment to succeed and ability to perform well as a team with very practical approach and realistic ideas.

SKILLS

· Basic working knowledge of computer applications in CC++, Java, Visual basic. Well knowledgeable in Windows, & other MSOffice applications
· Highly organized, efficient, with excellent telephone manners and self-correspondence skills

· Have good command in English with excellent communication and presentation skills

· Speed typing

· Open to the feedback of          others and accepts opinion and have strong determination

NATURE AND ABILITY

· Always ready to learn the new things, love to take job and tasks never done before.

· Grasp quickly whatever is being taught / explained.  Always looking forward to whatever is left unexplored.  


	ENERPLASTICS LLC (RECEPTIONIST CUM ADMIN ASSISTANT)

JEBEL ALI INDUSTRIAL AREA 1, DUBAI UNITED ARAB EMIRATES

(May 2014 - March 2015)
DUTIES AND RESPONSIBILITIES
· Courier related tasks, log shipments on database, updating and follow-ups.

· Cheque collections from Accounts and Sales Department
· Monitoring of Dispatch cheques and cash voucher and reimbursement of employees to be forwarded to accounts
· Handling local and international and route calls to appropriate resource then follow up customer calls if necessary.
· Inventory of Stationary or office supplies.

· Managing all LPO’s and arranges the approval from Directors.
· Fax related matters both Manual and Online

· Maintain SALIK accounts balances

· Responsible for the submission of bank documents and other establishments as per request

· Arranging hotel bookings and flight tickets for visitor and MD
· Overall in charge in reception area and assisting visitors, customers, suppliers and other employees.

· Assisting Sales department to ensures communication consistency on customers

DESIGN CENTER ARCHITECTS AND ENGINEERS CONSULTANTS (SECRETARY CUM RECEPTIONIST)

DEIRA, DUBAI UNITED ARAB EMIRATES

(March 2013 – April 2014)
DUTIES AND RESPONSIBILITIES
· Executing the secretarial functions as per the requirement of the Project Manager and when required.

· Providing document support to all project management, engineering and quality control processes or activities.

· Registering of internal and external documents / correspondences and distributing documents according to document control procedure.

· Overall in charge for the Incoming and outgoing documents & handling the filing system as per the Project File Index

· Responsible for implementation of document control procedure.

· Liaise with Project Management Team to identify priorities and appropriate handing of incoming and outgoing documents.



	LANGUAGES KNOWN 

· Spoken and written knowledge of English and Native Language Tagalog (Filipino)

EDUCATION

· Bachelor of Science in Computer Science 

· Graduated (May, 2010)

· System Technology Institute, Manila Philippines


	· Carry out other associated duties required by PM

· Preparing, maintaining & updating all logs, preserving, filing and retrieving as and when required.

· Distribution of necessary drawings to the relevant site personnel or to the concerned department on regular basis. 

· Distribution of letters / documents / drawings as directed by the Project Manager

WORKLOGIX MIDDLE EAST LLC (RECEPTIONIST CUM ISS-INSIDE SALES)

AL NAHDA II, DUBAI UNITED ARAB EMIRATES

(November 2012 – March 2013)
DUTIES AND RESPONSIBILITIES
· Answer incoming calls; screens calls, forwards calls and /or records and forwards messages accurately 

· Receives sorts and distributes mail within the office; files correspondence and other materials as required
· Maintains necessary files; sorts, files and retrieves documents and records as necessary Introduce and orient clients about the features of the product of being sold

· Resolve customer  requests, questions and complaints frequently requiring analysis of situations to determine best use of resources
· Generates PO’s and provide all information of the client through system generated for the completion of each transaction.

CALIFORNIA TELEMARKETING INC (CSR/CALL CENTER AGENT)

MANILA, PHILIPPINES

(February 2012 – October 2012)

DUTIES AND RESPONSIBILITIES
· Responsible in answering customer calls
· Respond to customer inquiries and then handle and resolve customer complaints.
· Researching of information using available resources and provide customers with product and service information.
· Process customer’s information, forms and applications and if needed to identify and escalate priority issues based on our account.
· Route calls to appropriate resource then follow up customer calls if necessary.
· Lastly is to complete call logs and produce call reports.   
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	WESTERN MARKETING CORP (DATA PROCESSING SPECIALISTS/MIS)

MANILA, PHILIPPINES

(June 2010 – September 2011)

DUTIES AND RESPONSIBILITIES
· Responsible for the display of merchandise on the showrooms

· Monitor stocks inventory and price variation

· Issues Sales Invoice and collect payments through consignment agreement

· Plan the marketing strategy, to increase the sales by implementing new sales scheme.

· To take care of the distribution network of my own designated area.

· Customer satisfaction through constant communication, after sales service
· Introduce and orient clients about the features of the product of being sold

· Investigate to discuss the new models and brands of products to be brought to market

· Deals with firm query and negotiate client’s requirements for promotional items bearing their prestigious name on various product give-aways.
· Facilitates confirm order and assures delivery of products on time
· Prepares and analyze clear and well organized Statement of Account of clients for easy monitoring.

DECLARATION
I hereby declare that all the above mentioned details are true and correct to the best of my knowledge.
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Joy
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