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LEEANNE

OBJECTIVE

career objective:

« Lisise wih PRO department forrenewa, request
‘and folow-up of visa, pases,leter requests
(embassysalarybank).

skills
employment history + Strong Administrative and Communication Skils
 Percepiive to qualty and detai
Administrator - Peoplocnertad b
Viddie East SA. + Excellent written and verbal presentation skils
AbuDhabi, UAE + Able to pian actviies and cany them
through eflecively
| Petome oy of arinstio s  Innovative and Articulate
toassethe management eam. . effective performe
+ Ensures professional and complant conductin M Ko trder presa.rs
UAE operations.
20 * Sets up and maintains department records and
o fles as requested spe skills softwa
N . General aaministative supportto menagement
team as needed N
+ Location orentatons M
+ Liaise withdiferent departments for mainteniance e
request o office equipment and facilties -
* Archiving Contracts for management *
+ Tender administraive dutes b
* Booking trainings for field staff F
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employment history
Administrative Support

PrimeTiust Insurance

+ Provide both dercal and administative
support

+ Coordinate and implementof ofice:
procedures and frequently have
responsbity for speciic pojects and
tasks and, in some cases, oversee.

‘and supenvise the work ofjunior staf.

Front-Line Collections Associate
NCO-RNH Telesenvices Asia-Pacifc Inc.

+ Hande the bling and collecions for the company.
+ Ensure that the company receives accurate.
paymentina imely fashion.

+ Deteminelate fees for delinquent acoouns,

Personal Assistant
ABS-CBN Foundation

+ Provided pracical supporttothe director

‘and producton team during the making of

ims and television programs.

+ Handed adminstative and organizational tasks.
fohelp the producton run smoothy and on ime.

+ Performed wide range oftasks at all sages before,

during and afier fiming.

+ Accurately fuled needs and resolved problems

on ime, it high qualty and a positve atttude.

education

2004 - 2008
AAB Communication Arts
University of the East

profile

Gender: Female

Nationalty : Filpino

Chvil Status : Sngle

Height 54

Age: 28

Languages : Tagalog & Engish
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