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Gulfjobseeker.com CV No: 1336986
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php 
To securea challenging position that would offer a rewarding career with advancement opportunities and at the same time contribute to the growth, development and profitability of the company.

Administrative
Volunteer 
: 5 years Experienced
Visa Status
: Employment Visa
Office Secretary

: 4 years Experienced
Nationality
: Filipino
Private Tutor


: 4 years Experienced
Education
: University Graduate
Competitive Skills 

· Ability to use computer with good typing speed and rapidly input data and retrieve records and information. Proficient knowledge on use of MS Word, MS Excel, MS PowerPoint.
· Manage and organize internal and external meetings; communicate and confirm attendees, confirm agenda, ensure meeting resources are prepared, and organize travels. Ensure preparation and follow up for regular department meetings. 
· Handle all incoming telephone communications, noting reasons for call and forwarding to relevant team members, subject to availability.

· Coordination with co-worker in terms of clerical and administrative work.
· Maintain an up to date knowledge of personnel and procedures.
· Provide excellent customer service as per company policy and procedures.

· Deal with walk in customers as quickly and proficiently as possible, by coordinating with employees and customers.

June 2012 – Present

Lou’ Lou’ A Beach Resort, Sharjah, United Arab Emirates
Human Resource Secretary / Coordinator
· Answer telephone calls, take messages and respond to requests for information regarding vacant positions, employment verifications, payroll and other Human Resources functions as directed by the Human Resources Manager.
· Assemble; create file reports, correspondence and memoranda as instructed by Human Resources Manager.

· Maintain office files and records. Perform data entry, typing, filing, copying and collating as needed.
· Maintain up to date lists of employees and employees Residence Visa Expiry and Medical Expiry.

· Processing for Renewals of Medical and Residence Visa and other related documents.

· Facilitate new employee orientation on hotel rules and company rules as requested.

· Maintain inventory and office supplies.

· Proper handling and maintaining employee personnel files, file all documents and update personnel records as necessary.
· Screening of Curriculum Vitae and set up schedules for interviews with candidates.

· Coordinate and send out all correspondence to applicants, communicating the process and progress of selection. Maintain and update all applicant files.

· Inputs leave requests into the system; process update of leave.
· Maintain appropriate emergency, no pay and annual leave records.

· Arrange air ticket booking for employees.

· Protect confidentiality of all records.

· Preparing payroll related documents for Accounts Department.
· Keep track on absences of each employee to maintain sick leave days approved by the company.
· Checking in and out of employee informations to Police System as well as updating the informations.

June 2008 – June 2012
Private Individual, Dubai, United Arab Emirates
Private Tutor

· To assist students academically in whichever subject(s) the students are seeking improvement and to evaluate students' progress in order to see where improvements can be made.
· To motivate her students and provide them with confidence and help students develop study skills.
· Implements instructional activities that contribute to a climate where students are actively engaged in meaningful learning experiences. 
· Identifies, selects, and modifies instructional resources to meet the needs of the students with varying backgrounds, learning styles, and special needs.
· Performs other duties and responsibilities as assigned by the superior. 
October 2006 – May 2008

R&N Poultry Farm, Bukidnon, Philippines
Office Secretary cum Receptionist

· Compose and edit correspondence and memoranda from dictation, verbal; prepare and distribute agendas and minutes of numerous meetings. 

· Schedule and coordinate meetings, interviews, appointments, events and other similar activities for supervisors, which also include travel and lodging arrangements. 
· Manage travel arrangements for the department senior management as required, consultants, guests, etc. Maintain office supplies keeping stock record and ordering replenishments.
· Filter and steer contacts and activities based on levels of priorities and urgencies as required.
· Prepare and update weekly and monthly management attendance schedule.  Maintain administrative records for annual leave, duty travel and absence to ensure optimum staff levels are maintained.
· Answer incoming calls and take the message accordingly and transfer to the respective person. Assist in department specific tasks (e.g. update and maintenance of records, databases, etc.), functions and other special report as required.
· Prepare correspondence, reports and presentations.  Ensure accuracy of information, attention to detail, timely data collection. File documents accordingly and record as per series.
· Provide administrative comprehensive support. Attend to customer needs, understand their requirements so that maximum numbers of enquiries are handled quickly and forwarded on responsibly.

Summer Job for the years of2001-2005 

Local Government Unit – Tagum City, Philippines

Data Entry Encoder cum Office Clerk
· Provides assistance and facilitation of Administrative superior.

· Scanning images for editing and filing.
· Updates and maintain proper documentation of incoming and outgoing datas.
Collect and input data such as payroll list, time sheets visitation activities and ensuring that the information is accurate and up to date.

University


: Mindanao State University, Philippines


Degree


: Bachelor Degree of Science in Agriculture




  Major in Animal Science - Graduate of 2005
Documents Reference 
: University Diploma can be provided upon Employees request





Birth Date

:
March 26, 1984




Visa


:
Employment Visa

Personal Particulars





Employment History





Educational Background 





Personal Information

















