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· years of experience in Administration, Customer Service 

	· rich knowledge in administrative and supervisory application

	· natural ability, fair to work on own initiative

	· multi-tasking and fast learning in knowledge shorthand

· strong analytical and efficient advanced office skills

· proficient and computer literate in all Microsoft Office softwares

              (Word, Excel, Outlook & Powerpoint presentation)

	· Mac & Windows computer user

· knowledge in English language, communication & decision-making

· Airport system (Oracle Applications and FHS(Flight Handling System), UFIS(Universal Flight Information System) Phenix, APS,Powercard, CMS, Smarterm Outlook,Thunderbirdmail
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· Customer Service
· Correspondence Handling

· Inventory Management

· Filling Maintenance

· Sake Keeping of Client Docs (Cheque, Signed Contract)
· Handling Employee monthly schedule

· Preparing Letter of Credit as per contract

· Handling petty cash and liquidate weekly
· Preparing Accounts Payable and Account Receivable
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    POLYTECHNIC UNIVERSITY OF THE PHILIPPINES 

   Bachelor in Business Administration
   LOPEZ, QUEZON PHILIPPINES 

   APRIL 2004
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   Available upon request
The information provided in the curriculum vitae is true and correct to the best of my        knowledge.
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Personal Data:





Date of Birth: 29-Oct-82





Place of Birth: Philippines





Religion: Christian





Height: 5’7”





Visa Status: Working Visa





Languages:  Filipino


English





Civil Status: Married





Driver Licensed: Saudi Arabia (Expired 2023)


UAE Licensed on process











OBJECTIVE





				





To become part of well managed professional environment and be able to apply all the things I learned. Be able to exercise loyalty and hard work for company and employer that will offer me challenges and advancement and enforce personal fulfillment based on my capabilities.

















QUALIFICATION SUMMARY

















Versatile professional adept at managing multiple projects, providing exceptional client support, and streamlining office operations for major productivity gains. Committed to strengthening interdepartmental collaboration, promoting high documentation standards. Able to manage a diversity of high priority projects in a fast-paced environment skills.  








PROFESSIONAL EXPERIENCE

















Position:	Administrative Officer


Duration:	April 27, 2015 to Present


Company:	247 Manpower Supply work in EPPCO Aviation 


Location:	Dubai Airport





Position:	Executive Secretary cum Administrator


Duration:	March 23, 2013 – December 20, 2014


Company:	Baaghil Factory for National Granite and Marble


Location:	Jeddah Saudi Arabia





Position:	Data Entry Operator cum Admin Assistant


Duration:	December 18, 2010 – October 4, 2012


Company:	Saudi Oger Ltd.


Location:	Riyadh Saudi Arabia





Position:	Collection Associates cum Administrative


Duration:	August 11, 2005 – December 17, 2010


Company:	East West Banking Corporation 


Location:	Ortigas, Philippines





Position:	Time keeper cum Safety Officer


Duration:	June 16, 2004 – January 1, 2005


Company:	Project Management & Technical Resources Corporation


Location:	Mandaluyong, Philippines          


 


  





















































     








 





QUALIFICATION SUMMARY





 





 











SKILLS





 





 





EDUCATIONAL BACKGROUND
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