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Employment Experience
August 19, 1995 -
Senior Assistant (Secretary)
April 22, 2014
Ladies Wear, Lingerie Depts.
Salam Studio & Stores
63 Maysaloun Street No. 860, P. O. Box 121
Doha, Qatar
Duties and Responsibilities:

Prepares required documents for visa application of the Buying Managers.

Prepares business travel request, flight and hotel booking.

Prepares Order Summaries every season as placed by the respective buyers.

Submits the order summaries to Logistics Dept. to process the orders. Keeps copies of the same for references and filing.

Processes the orders for replenishing of stocks, ensures that the stock inventory are updated to avoid running out of stocks.

Enters the sales in the system during promotion and sales events.

Submits the sell thru reports to the supplier at the end of the month.

Reports damaged items to the supplier to raise credit notes.

Coordinates with the suppliers regarding order confirmation/proforma invoice, L/C instructions, emails and shipment status.

Prepares internal memo for payment on local consignment.

Assists Retail Dept. in case of queries and when they need help related to each department.

Provides support for Marketing Dept. the visual merchandise, images, video and music for all the brands every season from our suppliers and downloading the link that suppliers have provided to be entered in the marketing shared folders.

Prepares business correspondence for the suppliers through email regarding the orders placed for the departments and forthcoming business appointments of buying managers.

Monitors the shipments status/updates and make sure that the merchandise arrives on time and supplier meets the latest delivery dates.

Liquidates business travel expenses.

Takes business calls.

Filing of documents for the departments.

Frequent communication with the IT Dept. and Accounts Dept. for the codes required for data entry (new supplier and new brands, supplier codes, etc.) to be entered in the system.

Provides shipment status/updates to the Buying Managers.

Maintains an adequate inventory of office supplies and coordinates the repair and maintenance of office equipment.

Performs other duties that may be delegated from time to time.
July 1, 1995 -
Executive Assistant III
September 15, 1995
Office of Senator Miriam Defensor Santiago
Senate of the Philippines
30 Examiner St., Quezon City, Philippines
February 1, 1993 -
Executive Secretary
March 31, 1995
Capulong Ladrido & Malabanan Law Offices
ITC Bldg., Suite 503-C, Sen. Gil J. Puyat Ave.
Makati City, Philippines
July 1990 - July 1992
Executive Secretary
Miriam Defensor Santiago Offices
25 EDSA, Guadalupe, Makati City, Philippines
February 1989 - July 1990
Legislative Staff Officer IV
Senate Electoral Tribunal
COA-NCR Bldg., Batasan Road
Quezon City, Philippines
November 2, 1984 -
Stenographic Reporter
February 1989
Office of the Government Corporate Counsel
Philippine Sugar Center Building
Quezon City, Philippines
April - October 1984
Stenographer
Fact-Finding Board (Aquino-Galman case)
held in SSS Building, Quezon City, Philippines
March 1983 - February 1984  Confidential Junior Stenographer
(Acting as Private Secretary)
Supreme Court of the Philippines
Padre Faura, Manila, Philippines
June 1979 - February 1983   Executive Secretary
V. C. Ponce Company, Inc.
Plaza Cervantes, Manila, Philippines
April 1978 - June 1979
Employee
Bureau of Fisheries and Aquatic Resources
Quezon Avenue, Quezon City, Philippines
Education
Philippine Normal University (1993 - 1995)
Manila, Philippines
M. A. in Social Sciences (24 units earned - undergraduate)
Polytechnic University of the Philippines (l976 - 1980)
Sta. Mesa, Manila, Philippines
Bachelor of Science in Commerce
Major: Secretarial
Personal Data
Date of Birth:  October 3, 1959
Place of Birth:  Lucban, Quezon – Philippines
Civil Status:   Married with 2 children
Special Skills
Executive secretarial functions (skill on stenography) Knowledge on legal documents and court procedures Administrative supervision
Research
Computer – MS Outlook, Word, Excel, MS Access, Filemaker Pro
