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· OBJECTIVE

Obtain a position in a company that will help me maximize my experience and further develop the skills I have acquired in my previous and current job.

· EXECUTIVE SUMMARY

Extensive expertise in the field of Secretarial, Document Controller, Receptionist & Admin. Assistant 
Well versed in strategic management.

Has continually demonstrated the ability to work and motivate co-employees that builds and provides results.

Excel in managing project with strong detail, problem solving and follow-through capabilities.

Able to work well under pressure, achieving excellent results.

A highly adaptable and resilient person who thrives on challenges and innovation.
· KEY COMPETENCIES

· Attention to detail
· Planning and organizing
· Interpersonal Skills
· Customer Service orientation
· Initiative
· Reliability
· Stress Tolerance
· SKILLS

Proficient in MS application (Access, Excel, Word, PowerPoint and Adobe Photoshop)

Proficient in English and Tagalog, both verbal and written.

Can type 50-70 words per minute.
· EMPLOYMENT HISTORY
Al Bawadi Construction & Building LLC

August 25, 2014 – Present

Secretary / Receptionist
Duties and Responsibilities:
· Assist the Project Manager

· Meeting and greeting visitors

· Booking meetings
· Answering and forwarding phone calls

· Answer inquiries about company

· Sending email and faxes

· Performed bookkeeping, filing and clerical duties

· Responsible for doing Local Purchase Order or (L.P.O)
Cleveland Bridge & Engineering Middle East (Private) Limited

October 05, 2010-April 10, 2014
Technical Services & QA Document Controller

Duties and Responsibilities:

· Responsible to assist Technical Services & QA Manager in the overall QA functions of the companies, but not limited to the monitoring/verifying/coordination between the Subcontractors.

· Responsible for receiving, recording all incoming and outgoing faxes, emails and hand deliveries.

· Responsible for typing minutes of meetings, file notes, experience letter and memos.

· Responsible for ensuring sequential numbering system in each and every outgoing correspondence.

· Ensuring quality formats being used adequately for correspondence, submittals, transmittals to client, consultants, and subcontractors and within divisions and departments.

· Bringing up quality forms, checklist as and when needed in coordination with QA/QC Engineer for technical aspects.

· Coordinate with QA/QC Engineer for maintaining quality documentation so called, Document Register, Material Register, Material Inspection Request and Request for Inspection Register
· Responsible for preparing Work Procedures, Document Submittal, Material Submittal, Material Inspection Request and End of Manufacture Documents that we will submit to the client.

· Responsible for monthly assessment for the subcontractors and for sending the Pre Qualification Questionnaire.
· Maintain the documentation for projects under taken by Contracting Division making in use the project numbering system for easy traceability and proper filling.

· Responsible for office stationary stocks.

 
Al Rayhan Rent A Car L.L.C.

December 2009 to September 2010
Dubai, UAE

Cashier/Receptionist
“K” Line Shipping Company

ICTSI North Harbor Link 

Manila, Philippines 
Admin. Assistant

August 2007 to November 2009

Philippine National Bank

Head Office Manila, Philippines 

Secretary in Engineering Department

July 2005 to June 2007
· Education
Graduate in Bachelor of Science in Psychology
City College of Manila

Manila, Philippines

· Personal Information
Date of Birth

:

November 09, 1984
Age


:

30 years old.
Place of Birth

:

Manila, Philippines
Gender


:

Female
Nationality


:

Filipino

Religion 


:

Roman Catholic

