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Personal Particulars
	 Age
	:
	27 years old

	Date of Birth
	:
	October 08, 1987

	Nationality
	:
	Filipino

	Gender
	:
	Female

	Marital Status
	:
	Single

	 Visa Status
	:
	Employment Visa (transferable)

	Career Objectives
	
	


· To experience new challenge in work and to effectively contribute a complete assignment and task. 
· To acquire a position that will put my gained knowledge into practice. 
· To be able to seek employment in a reputable organization where I can utilize my knowledge, skills and to prove myself as a valuable asset by being productive, effective in all responsibilities assigned to me. 
Summary of Qualification/ Skills
· Hardworking and responsible to my duty able to work under pressure, able to give satisfaction to our client and render good service. Communicate and response to my co-worker and to other member of the team properly. 
· Highly adaptable to a new and different environment. 
· Manages work professionally 
· Dedication in work. 
· Proficient in the use of computer and Microsoft Office (Microsoft Word, Excel and PowerPoint). 
· Knowledgeable in using internet and window based application. 
· Ability to understand and follow oral and written instructions. 
· Ability to maintain good filing systems. 
· Ability to deal with other staffs. 
· Enjoy working with details and completing assignments accurately and on time. 
· Capable of learning depending on what the company requires. 
· Courteous and able to communicate well with people, a good service attitude, able to work in a team, hardworking. 
· Keen to take new responsibilities and challenges, fast learner and flexible. 
· Dynamic, self- motivated, result oriented, highly organized and resourceful. 
Educational Background
	Highest Education level
	:
	College Degree

	Field of Study
	:
	Two years Nursing Health Aide

	
	
	2005-2007

	
	:
	Caregiving

	
	
	Six months Caregiver Course

	
	
	2007-2008

	Institute/University
	:
	University of Batangas

	Located in
	:
	Batangas City

	
	
	Philippines


Work Experience
SALCEF SPA- COSTRUZIONI EDILI E FERROVIARIE
AL NAJDA ST. ABU DHABI, UAE
Etihad Rail (Stage 1) Shah- Habshan- Ruwais Project
Secretary/ Receptionist
Joining Date
:
July 12, 2012 to present
Duties and Responsibilities
· Attending phone calls with enthusiasm. 
· Managing good appearance of the front desk and assisting incoming guest of the office. Ensure all visitors are greeted professionally. 
· Handling flights and hotel bookings. 
· Arrange the GM’s travels and itinerary. 
· Arrange all staffs flight tickets. 
· Prepare and modify departmental including correspondence, reports, official emails and other required documents. 
· General data entry, photocopying, faxing, scanning, file maintenance and reception coverage. 
· Arranging all documents for importing/ exporting equipment’s. 
· Act as a first point of contact to every visitor/guest, screens and direct to the appropriate staff member. 
· Maintain schedules and calendars of the General Manager and the Administration Manager which also includes arranging and confirmation of Appointments.
· Arrange GM’s documents necessary for his meetings and conferences 
· Types and Prepares documents according to instructions from the Managers 
· Acts as liaison with other offices, departments and outside agencies. 
· Coordinate the flow of information both internally and externally 
· Set up and maintain filing systems to provide accurate and updated information 
· Organizes internal and external company events 
· Order and requesting monthly supplies and other need in the office. 
· Respond to public inquiries verbally and in writing. 
· Maintain an adequate inventory of office supplies 
· Opens, Sorts and Distributes mails within the company 
· Collect the signed agreement and other supporting documents such as Company Trade License, Passport copies, Power of Attorney and etc. 
· Acts as the contact person for correspondences to be delivered externally 
· Conduct searches to find needed information, using such sources as the Internet. 
· Have knowledge in processing visa application / cancellation. 
· Performs administrative responsibilities such as updating all staff profiles, handle petty cash and other related works. 
· Have knowledge for making LPO. 
· Arranging all medical insurance for all the staffs such as additional application or renewal. 
· Arranging medical check-up for all the staffs. 
· Processing workmen’s compensation policy of the company. 
· Arranging all documents for application and renewal of CNIA Oil Pass for all the employees. 
· Have knowledge for SAP System. 
Mazroui Construction Technology (MAZCOT)
Najda St. Abu Dhabi, U.A.E
Receptionist/ Secretary
Joining Date
:
October 29, 2009 to July 09, 2012
Duties and Responsibilities
· Attending phone calls and transfer to the concerned person/ department. 
· Managing good appearance of the front desk and assisting incoming guest of the office. 
· Responsible for checking telephone bills. 
· Receiving and distributing mails/ documents to the concerned department. 
· Responsible for the maintenance of the personal files of all staffs. 
· Maintain good filing system. 
· Arrange the GM’s travels and itinerary. 
· Responsible for checking, printings, replying, distributions and filing of all incoming emails. 
· Maintaining the office supplies by listing the incoming and outgoing assets and equipment’s in the office and by checking if the supplies are complete. 
· Sending and Receiving faxes. 
Batangas Provincial Hospital (Philippines)
	Position
	:
	Assistant Nurse

	Joining Date
	:
	August 12, 2008

	Date Left
	:
	February 12, 2009


Duties and Responsibilities
· Monitor their vital signs and report it to the resident on duty or physician. 
· Giving advice regarding their health. 
· Promote health awareness. 
· Provide assistance and related needs of the clients. 
· Set up medical equipment and assist with some medical procedures. 
· Serve meals, make bed and keeps room clean 
· Answers call for help and observe changes in patients condition or behaviour 
Certified Trainings/ Seminars
July 2005
Hospital Internship Orientation
University of Batangas, Batangas City
Philippines
December 2006
Philippine National Red Cross (PNRC)
PNRC Batangas Chapter, Batangas City
Philippines
January 2007
Community Health Internship
Orientation
University of Batangas, Batangas City
Philippines
August 12, 2008 to February 12, 2009
Batangas Provincial Hospital
Lemery Batangas, Batangas City
Philippines
I hereby certify that the above information is true and correct to the best of my knowledge and ability.
