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Education
Bachelor Degree
In AB Development
Communication
Batangas State University,
Batangas, Philippines
June 1997- March 1999
Undergraduate
Personal Particulars:
Birthdate:
March 14, 1978
Height: / Weight:
5’ 2” / 110 lbs.
Civil Status:
Single
Nationality:
Filipino
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To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
CAREER OBJECTIVE
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To express & enhance my knowledge and skills while serving and playing an important role for company’s growth and development.
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ASSETS AND CAPABILITIES
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Knowledge in Computers (MS Word, Excel, Power Point, Outlook, Internet etc.)
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Familiarity with PBX phones and Telephone Protocol
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Possess excellent communication skills and good interpersonal skills. Fast learner and always welcome to learn
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WORK EXPERIENCES

1. Al Maraj Building Materials LLC (Dubai, UAE) Sept. 2012- Present
(a building materials distribution company)
Secretary / Accounts/Admin Asst. /Document Controller
Role & Responsibilities:
· Drafting / typing correspondences of all kinds, including quotations / pro-forma Invoice, Credit Approvals. 
· Preparing / Sending RFQ (Request for Quotation) to Suppliers as per Client’s requirement. 
· Coordinating with couriers and preparing the paper works for shipments (documents and non-documents) making sure that the parcels reach the Consignee on time. 
· Providing general administrative and clerical support to the Manager of the company, which also includes organizing and coordinating meetings and documents. 
· Carrying out document control tasks in line with the company policies & ensuring documents are transmitted to respective parties in secure and efficient manner for action, information and record / copy (both soft copy and hard copy). 
· Receiving, screening and routing incoming calls at Reception’s multi-lined phone to maintain effective telecommunication. 
· Answering phone inquiries and provide information (if possible). 
· Receiving and sorting general incoming mails, fax and documents deliveries (courier and by-hand). 
· In charge with Outgoing quotations follow-ups and Company receivables. 
· Handling Petty Cash and maintaining register. 
· Managing the reception area, receiving office visitors cordially & present positive image of the company. 
Page 1 of 2
Visa Status:
Residence-Company sponsored

Languages:

English, Filipino

Skills

· Coordination skills 
· Interpersonal skills 
· Communication skills 
· Analytical skills 
· Multi-tasking 
· Coordination skills 

References:

Available upon request


2. Maxxcom Fzco (Jebel- Ali Dubai, UAE) Oct. 2011- May 2012 
(a computer accessories distribution Company) 
Secretary/Receptionist/Sales Coordinator / Doc. Controller 
Role & Responsibilities:
· Providing general support to the Managing Director of the company, Arrange appointments and meetings. 
· Providing general support to Sales Executive on field. Arranging Invoice and deliveries to respective customers. 
· Drafting / typing correspondences of all kinds, including quotations / Pro-forma Invoice. 
· Transcribing, formatting and arranging for the final approval and distribution of Minutes of Meetings. 
· Maintain the filing system and updating company’s database of 
Clients. 
· Receiving and sorting general incoming mails, fax and documents deliveries (courier and by-hand). 
· Preparing daily sales report and purchasing reports for submission to the Accounts Dept. 
· Handling Petty Cash. 
· Assessing and updating stock availability and performs daily stock inventory 
· Receiving, screening and routing incoming calls at Reception’s multi-lined phone to maintain effective telecommunication. Answering phone inquiries and provide information (if possible). 
· Managing the reception area, receiving office visitors cordially & present positive image of the company. 
3. Passengers Accident Management & Insurance Agency 
Inc.(Philippines)
Nov. 2010 – July 2011
(A public utility vehicle & OFW insurance Company)
Data Encoder / Secretary to HRD
Role & Responsibilities:
· Receiving / segregating candidate application for different post. 
· Assisting the recruitment process of Human Resource Dept. Synchronizing interview schedules and results. 
· Checking and sorting the accomplished Insurance Application forms of the clients. 
· Encoding the clients’ necessary information for company’s records and data base. 
· Printing and issuing the clients insurance policy kit. 
· Maintaining the company clients data base both soft and hard copies. 
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