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	Objective
	
	To secure a position with a well-established organization with a stable environment that will lead to a lasting relationship.

	Skills & Abilities
	
	• Extensive knowledge of excel spreadsheets and MS Office tools.
• Excellent customer service & communication skills.
• Fast learner and easily can adopt to a new environment.

	Experience
	
	ADMINISTRATION OFFICER
FACILITIES MANAGEMENT (MEP COMPANY)

CONTRACTING LLC (CONSTRACTION COMPANY)
Road, Dubai / February 16, 2013 – Present

-  Reports directly to the managers.
-   Carry administrative duties efficiently including correspondence and customer relations.
-   Open, sort and deliver incoming correspondence, including faxes and email.
-  File documents/letters systematically and keep all assigned files up-to-date.
-  Take care of the confidential files, matters and documents. Uphold strict confidentiality      thereof.

-  Prepares quotation and send to clients thru email and fax.
-  Prepares inquiry for suppliers and send thru email and fax

-  Prepares LPO.
-  Prepares monthly payroll.
-  Handled discrete information related to employee relations, changes in the organization, performance, appraisals, confidential information issues, and other sensitive HR-related matters.

- Set up interview schedule as part of recruitment process-receives applicants and guide them, functioning as company’s representative.
-  Making memo’s / letters.

-  Attendance record monitoring.

-  Making offer letter, end of contract, end of service settlement.

-  Monitors expiration of passport and visa.

-  Carried out instructions given by the management managers.

-  Report any maintenance issue immediately to facility manager.

-  Answers phone calls
-  Assist clients for complaints and coordinate with concern person

_  Release Cheques.

-  Process customer transactions and respond to inquiries in a responsive, accurate and timely manner.
-  Apply basic concepts and procedures of handling complaints while meeting quality service standards.
-  Prepares daily, weekly and monthly reports.

-  Maintain and organize employee records such as 201 files and passports.
AccOUNT ASSISTANT (CREDIT AND COLLECTION)
CHASE TECHNOLOGIES CORPORATION
Manila, Philippines. / February 23, 2010 –December 20, 2012
· Managing a pool of Corporate Accounts Receivable via CMS accounting tool.

· Preparing bank deposit for all the collections.
· Ensuring bank reconciliation to be done after payment received.
· Preparing thedaily report such as collection, summary deposit.
· Maintaining Post Dated Checks to be banked on date check specified.

· Performing for payment follow ups and monitoring accounts.
· Generating and dispatching of invoices, statements on a daily and monthly basis.
· Providing assistance to Sales Department if necessary in negotiating with clients regarding credit terms.
· Issuing reminder to concerned personnel regarding unfinished projects.
· Ensuring that the target collection is met every month. 

· Responsible for encoding new customer contacts and payments.

CREDIT AND COLLECTION ASSISTANT
RVA TRADING

Manila, Philippines. / October 2004 – February 2010

· Performed payment follow up for past due accounts.

· Processedreminders and legal letter to the customer.

· Performed daily remittance for Check and Cash.
· Administered client visit when necessary for payments and reconciliation purposes.
collection assistant
Citibank July 2004 - September 2004
Bagumbayan Libis, Quezon City July 2004-September 2004

· Handles first and second bucket past due accounts.

· Responsible in collecting over due accounts.
· Reconcile accounts.

· Recommend accounts for discount for one time payment.

collection assistant
metrobank card corporation

Makati, Philippines. / November 2001 – April 2004

· Handling of Metro bank Visa accounts with past due balances, responsible in collecting first bucket and mid-range accounts.

· Prepares re-computation of accounts under repayment scheme for approval.

· Prepares bounced check letter, certification of full payment and collection request for presentment to collection committee for waiver of charges.

· Prepares application/release of hold-out deposit of card member in the bank.

· Responsible in reconciliation, change of address and blocking the account.
· Selecting suspended accounts and process reactivation for approval of the committee.

· Monitoring request for chargeback, those with dispute transactions.

· Prepares accounts for endorsement to collection agency.

· Prepares daily report submitted to collection head as well as the preparation of collection letters for accounts which are past due.

· Recommends and prepares proposal for reversal of charges.

· Offers card member payment arrangement.


	Education
	
	San Sebastian College – Recoletos 
Manila, Philippines
Graduate of Bachelors of Science Major in Marketing

Year Graduated : October 2000

	TRAINING AND SERMINARS
	
	· Keys for Good Customer Service (Chase Technologies Corporation) June 15,2011

· Phone Etiquette at Work (Chase Technologies Corporation) October 18,2011

· Professional Collection Skills Enhancement (Harry Pound Consultants Inc.) Aug. 10,2010

· Collection Seminar (Metro bank Card Corp.) December 13, 2003

	PERSONAL INFORMATION
	
	Sex: Female
Civil Status: Single
Place of Birth: Manila, Philippines

Nationality: Filipino

REFERENCES – Available upon request.
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