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Office Administrator/Secretary/Receptionist
· Vast knowledge in Office Administration, having more than 8 years UAE experience 
· Provides General Administrative and Clerical Support , proficient in both oral and written English Communication 
· Hardworking, Reliable, Flexible , Adaptable, Persistent and Self – Motivated , Effectively and Efficiently handles multi-task jobs 
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Skills
	
	General Administrative Support
	  Basic Knowledge in MS Dynamics

	  Windows Applications (MS Office)
	
	Basic Knowledge in Autocad 2008

	
	Basic Knowledge in Quickbooks
	
	Team Player / Leader



Professional Experience
CENTRE POINT LOGISTICS LLC, JEBEL ALI, DUBAI – A leading Logistics company supporting large international 3PL companies
Secretary / Receptionist - May 2012 to Present
Provides administrative support to the Deputy General Manager and Operations and Business Development Manager, acts as first point of contact as a receptionist
Detailed Job Description:
· Reporting directly to the Deputy General Manager and Operations & Business Dev’t Manager 
· Data Management and Filings, maintains a well organized filing system for all Reports and Data 
· Organizing and maintaining diaries, Schedule appointments/meetings 
· Attending meetings and minute the proceedings, Preparing Reports and all other Data necessary 
· Coordinates with monthly Business Reviews and Meetings 
· Travel Management, arranging Visas and Accommodation 
· Daily Correspondence, receive and sort mail deliveries 
· Handles incoming email, faxes and post mails 
· Screening phone calls (enquiries/requests) and handling them when appropriate 
· Meeting and Greeting visitors at all levels 
· Liasing with Clients, Suppliers and other Staff 
Additional Job Resposibilities:
· Updates Customer Contact List 
· Records all details of Customer Inquiries and Complaints , Provides All Reports , Encodes all Data 
· Responsible for Accounts and Budgets (Invoices, LPOs, Qoutations, Petty Cash Handling) 
TRANSGULF READYMIX CONCRETE LTD., JEBEL ALI INDUSTRIAL AREA, DUBAI – a leading manufacturer of readymix concrete in UAE
Secretary / Document Controller - July 2006 to Nov 2011
Provides administrative support to the Productions and Maintenance Manager, supports all documentation, and encoding of reports and data
Detailed Job Description:
· Reporting Directly to the Production and Maintenance Manager 
· Diary Management, Travel Management, Daily correspondence and coordination between other departments 
· Provides high level support to the senior management, Coordinates with monthly business reviews and meetings 
· Provides all Reports, Encodes all Data 
· Maintains and Updates Customer Contact List 
· Provides the required reports on daily, weekly, and Monthly basis for review by the management 
· Attends Weekly and Monthly Meetings and minute the proceedings 
· Records details of customer’s inquiries and complaints 
· Keep minutes of the Monthly Departmental Meetings 
· Maintains a well organized filing system for all Reports and Data 

ABS CBN BROADCASTING INC, DAVAO CITY PHILIPPINES – a leading broadcasting network in the Philippines
Technical Trainee – January 2005 – Mar 2005
Detailed Job Description:
· On-the-job Trainee 
· Technical Consultant 
· Monitoring and keeping records of equipment status 

Education
ATENEO DE DAVAO UNIVERSITY, PHILIPPINES
Bachelor of Science, May 2005
· Major: Electronics and Communications Engineering 
SAMSON TECHNICAL INSTITUTE
Basic Autocad 2008
· 40 hr – Training with Certificate 
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