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 Career Objective:
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CONSULTRANTS





To obtain a challenging position that would provide an opportunity to make a strong contribution to organizational goals through continued development of professional skills.
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 Special Skills/ Qualification:
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· Strong interpersonal skills and the ability to effectively communicate with a wide range of individuals and constituencies in a diverse community. 

· Hard working, independent, dedicated and competent. 

· Flexible and adaptable in the face of changing priorities and circumstances.
· Uses initiative, works with minimum supervision and takes appropriate responsibility.
· Ability to maintain high accuracy and work quality standards.
· Ability to work effectively in a team environment.
· Well versed with MS Office.
· Willing to undergo training and be assigned in different areas of endeavors.
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 Work Experience:


PERSONAL ASSISTANT

(GENERAL MANAGER)

December 2013 up to December 2014

Ahmed Consultants Jumeirah Lakes Towers,

Dubai, United Arab Emirates



PROVEN JOB ROLE

· Prepared reports, letters, financial statements and other documents required by the General Manager.

· Managed the purchasing of office supplies and pantry consumables, built relationship with suppliers, created purchase order and prepared payment request form and cheque to be approved by the General Manager. 

· Maintained office systems, including data management and filing. 

· Prepared the invoices and followed up pending matters and payments from the clients. 

· Assisted the recruiters in recruitment process. 

· Reviewed and formatted the curriculum vitae of the applicants in company format. 

· Scheduled appointments, maintained electronic diary and updated calendars for General Manager.

· Maintained accurate, up to date comprehensive and confidential files and records. 

· Prepared documents required for application or deletion of employee’s insurance card. 

· Used a variety of software packages, such as Microsoft Word, Outlook, PowerPoint and Excel to produce correspondence and documents.

· Arranged and followed up courier shipments.

· Updated the company website as required.

· Reported any maintenance issues immediately to line manager.

· Dealt with all enquiries in a professional and courteous manner, in person, on the telephone or via e-mail. 

· Dealt with incoming calls, emails, fax, posts and often correspondence on behalf of the General Manager. 

· Received all visitors cordially at reception.

RECEPTIONIST

Nov. 2010- May 2013

Dubai International

Knitting Ltd.

Jebel Ali Free zone, Dubai, United Arab Emirates


SECRETARY CUM RECEPTIONIST

Sept. 2006 -Dec. 2009

Royal Green Marketing

Inc.

Valencia Bukidnon,

Philippines


PROVEN JOB ROLE

· Operated a multiline telephone system to answer incoming telephone calls and directs callers to appropriate personnel.

· Welcomed visitors by greeting them, in person or on the telephone and assisted/provided them information to their queries.

· Received and sorted posts, documents, fax and deliveries and distributed to appropriate staff

· Prepared gate pass for guest visiting the organization. 

· Maintained an adequate inventory of office supplies.

· Ensured knowledge of staff movements in and out of organization. 

· Arranged driver and/or courier for collection and delivery of documents and/or shipments and followed up for pending deliveries.

· Prepared letters, reports, documents and shipping marks using various software packages.

· General administrative and clerical support. 

· Managed the general filing system.

· Maintained the cleanliness of the reception area.

PROVEN JOB ROLE

· Provided administrative and secretarial support for General Manager as well as other senior staff.
· Maintained accurate, up to date comprehensive and confidential files and records.
· Assisted the HR department for recruitment process.
· Ensured proper communications for all branches on day to day business activities.
· Prepared purchase orders, invoice and reports required by the company.
· Followed up pending orders and payments from suppliers and clients.
· Received incoming phone calls and forwarded to the concerned office staff as required.
· Dealt with queries and provided information to callers and guest.
· Scheduled meetings and fix up appointments.
· Arranged courier/driver for pick-up and delivery of documents and/or goods to other branches.
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 Education:


Bachelor of Science in Agriculture

Major in Agricultural Economics

Central Mindanao University, Philippines

Graduated: 2005
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 Conferences and Events:


· Various Human Resource Events (Recently LinkedIn Event- September 17, 2014) 
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 Profile:


Nationality: Filipino

Civil Status: Married

Date of Birth: December 30, 1984

Notice period: Immediately

