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Desired Position: EXECUTIVE SECRETARY
	

	

	


	CAREER OBJECTIVE


· To acquire a challenging position in any aspect of work that will utilize and further enhance my knowledge and skills to develop new strengths to provide full contribution vital to the growth of the organization.   
	KEY SKILLS AND EXPERTISE


	
	
	

	· Calendar maintenance
	· Meetings coordination
	· Handling phone calls

	· Files maintenance
	· Recording minutes
	· Travel arrangements

	· Records organization
	· Reports preparation
	· Financial records

	· Letter / memo composition
	· Meetings arrangements
	· Supplies maintenance


	PROFESSIONAL EXPERIENCE


Lagora Business JLT (DMCC Free Zone Company)
Tiffany Tower, Jumeirah Lake Towers, Dubai, UAE

Executive Secretary  (2011 – Up to present)
· Coordinate office management activities to aid executives
· Research and compile confidential documents
· Take and record minutes of the meeting
· Screen incoming correspondence and ensure delivery to intended recipient
· Compose business letters and other correspondence
· Prepare meeting agendas and collect related material
· DMCC Visa Application and Processing, Company Registration and De-Registration.  License Renewal.  
· Human Resource Job Related Duties, such as preparing Employment Job Offer Letter, preparing Employment Contracts, booking tickets for employees.  
· Screens Job Applicants.
· Preparing Minutes of the meeting.

· Work with Accounting Managers for account related task.

· Sets up appointments and meetings for the manager.

· Handles all telephone calls and manage the reception area, using a computer, fax machine and copier with efficiency.

· Preparation of Tenancy Contracts, Booking Terms and Conditions and relevant documents related to rentals.

· Online management of Advertising Websites with regards to Short Term Rental Management.

· Property Listing on Marketing and Advertising Websites.

· Input and data maintenance in VRS System (Escapia).
· Operation Support on Short Term Rental Management .

· Dealing with guests over the telephone, Emails and Walk in Clients.
· Sales and Marketing to generate more income for the company.

· Prepares Housekeeping schedule and monitors daily housekeeping task.

A.M Noor Real Estate

Bank Street, Bur Dubai, Dubai, UAE

Secretary cum Receptionist (2006 – 2011)
· Preparing of Sales Invoice, Quotations and Contracts, summary of Monthly Expense Report.  
· Writing business letters, tracking and filing information as it flows into the office.

· Sets up appointments and meetings for the manager.
· Handles all telephone calls and manage the reception area, using a computer, fax machine and copier with efficiency.

Watsons Personal Care (Stores) Philippiness, Inc. 
SM Business Park, Bay Boulevard, Pasay City, Philippines

Accounting Assistant (May 2004 – November 2004)
· Retail audit. Auditing of daily sales. Balances and reconciles cash received, daily deposits, and credit card statements. 

· Makes analysis on costing with regards to inventory and Monitor stock shipments to different branches.

· Responds to inquiries and check accounting transactions to locate and resolve discrepancies.
Two Wing’s Insurance Agency
Brgy. Tunasan, Muntinlupa City, Philippines

Secretary (January 14, 2002 – February 28, 2003)
· Compilation and facilitating the renewals of none-life insurance contracts.

· Arranges meetings and travel requirements for the General Manager.

· Responsible for all accounting, office and business correspondence. 
Sara Lee Direct Selling Philippines (Former House of Sara Lee).

Pasong Tamo, Makati City, Philippines

Accounting Clerk (April 25, 2001 – September 25, 2001)
· Responsible for processing invoices for payment and data entry. 

· Answers correspondence, phone, and electronic mail concerning procedures or inquiries on the processing of payments. 

· Reconciles accounts and assists in the compilation of reports.
Kimberly-Clark Philippines Inc.

San Pedro, Laguna, Philippines

Accounting Clerk (July 2000 – December 2000)
· Prepares Journal Voucher as attachment to billing.

· Updates and monitors Accounts Payable with different suppliers.

· Prepares Monthly Inventory Report, inventory of Finished Goods, Finishing Supplies and Raw Materials. Reconciles and makes necessary adjustments after cycle count.

Jollibee Foods Corporation

Ormoc City, Leyte, Philippines

Administrative Assistant (May 2, 1999 – October, 1999)
· Prepares cash receipts for bank deposits; prepares daily cash reports and balances the cash drawer; reconciles cash, cheque, and credit card receipts. 

· Responsible for the renewals of contracts and applications of licenses and clearances.

· Maintains and updates files for payment documents, invoices, purchase orders, requisitions, accounts payable and receivable, and correspondence.  
	COMPETENCIES/QUALIFICATIONS


· Excellent Skills in MS Word, Excel, PowerPoint and Database with Certificate of Achievement (Best in Written Exams).

· Basic Knowledge on General Accounting and Familiar with some Accounting Software 

Applications.
· Familiar with VRS (Vacation Rental System – Escapia), for Holiday Homes or Short Term    Rental System.

· Experience working in an Insurance Company, Real Estate, Retail Business and Services.

· Progress learning on how to read, write and speak Arabic the Proper Way by Prof. Malik with Certificate on Arabic Language Course Basic 1 and Basic 2.

· A fair knowledge on the Stock Market and Real Estate.

· Fluent in Oral and Written English.
· Demonstrate a sense of urgency in resolving customer complaints. 
· Exceptional ability to build productive relationships, resolve complex issues and win customer trust and confidence.
· Demonstrate outstanding problem solving and active listening skills – able to diffuse difficult customer situations with tact and ease.
	OTHER INFORMATION


· Graduate of Bachelor of Science in Commerce Major in Accounting and Financial Management
· 35 years old, Single, Filipina
· Visa Status - Employment Visa under DMCC Free Zone, Visa 
· Notice Period – Available Immediately.






