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Summary

A position along the field of office administration, coordination and assistance including but not limited to records housekeeping, updating and maintenance, liaison functions and activity planning that require a high degree of dedication, honesty, hardwork and mastery in records housekeeping, computation and assessment, interpersonal relationship.  Motivated with the goal for personal and professional growth, focus is on affording the best work to the company performance in order to assure delivery of effective customer-centered service and sustained productivity.

Career History
Administrative Officer/ Secretary    June-January 4, 2015 

     
ANRL Gen. Trading,    






































 Al Garhoud, Dubai                                                                                       
Revenue  Collection Officer          Feb.  2006-May 2014        
   
 Office of the Treasury      

                  


















                              Cavite, Philippines
 Administrative Assistant    

      March 1995-January 2006   
 
 City Government of



                                                                             







 
 Cavite, Philippines
Agency Secretary
       

   
      October 1994-January 1995  
 PHILAMLIFE Ins.                                                                       






                 


        















    

     
Cavite, Philippines
 Cashier


       







      October ‘93-December 1993  
 SM Dept. Store




































  
 Makati, PHILS.
Professional Experience and Exposures
Administrative Officer/Secretary  – Ahmed Nasser Rashed Lootah Gen. Trading

                                                        Al Garhoud, DUBAI, UAE
1. Correspondence & Memos
· Facilitate correspondence to Clients as instructed by company’s GM.

· Prepare and arrange presentation slides for GM  

2.  Recruitment & Selection 
· Post required position in recruitments sites & download Cv’s

· Shortlist candidates and create a summary of Applicants Profile

· Prepare applicants complete portfolio & present to HR Manager 

· Coordinate with Manager on interview schedule and inform candidates

· Correspond to applicants on interview requirements & location map.

· Reception of Applicants for interview and provide feedback to them.
3.  Reports & Record Management 
· Update and compiles receipts, cheques, boxfiles  documents of GM.
· Scan & upload pertinent Documents & safekeep them
· Ensure Office Supplies & stationeries are well maintained.

· Maintain a record of Business Plan/s submitted and creates summary
4.  Client/Customer Service & Coordination 
· Managing reception area notetaking pertinent calls & provide feedback toGM

· Manage the process installation/deliveries of office furnitures & equipments.
· Coordinate withbuilding maintenance pertaining to malfunctioned equipments

· Attend to queries pertaining to companys nature of business

5. Others
· Facilitate payment of bills such as Etisalat & others with instruction from GM

· Deliver Company checks payables to other companies as instructed by GM

· Ensure organize office sorrounding maintaining cleanliness at work station.

Four (4) years Cashiering Tasks City Government (by Designation) -  PHILIPPINES
· Handled all cash and cheque transactions.

· Received payments by cash, cheque, credit cards or any automatic debits.

· Issued receipts, refunds, credits or change due to the customers.

· Checked daily cash and cheque collections.

· Maintained monthly, weekly and daily report of collections.

· Counted money in cash box at the beginning and at the end of the day.

· Guide and solved customers’ queries and complains.

· Identified prices of linen and other household materials within the area 
· assigned.

· Maintained clean and orderly environment at the cashier’s area 

   Fourteen (14) years Secretarial, Assessment, Administrative & Clerical Works:
      (Government Job)    -  PHILIPPINES
· Accompanied the manager in dealing with  professionals, owners of company for 
   the insurance of their employees.

· Assisted, recorded, and rendered reports to the manager during regular meetings 
   with regards to agent’s reports of sales

· Maintained and updated records of lists of prospects, plan-holders and top
   earners for the week/month.

· Complied with all reasonable requests from agents to ensure their comfort and
    satisfaction within the office.

· Posted, reconciled index cards/records of real property tax payers.

· Computed accounts due for requests by walk-in taxpayers using computerized 
   billing of GIS database system.

· Answered Taxpayers’ inquiries and solved billing problems.

· Provided computed billings to distant clients via fax and to liaison officers of
    various subdivisions and developers.

· Prepared purchase orders, invitation of bids and send copies to competent 
   suppliers.

· Prepared, maintained, reviewed purchasing files, reports and price lists of 
   suppliers.

· Conducted regular inventory to ensure quantities are sufficient for needs.

· Assessed supplier’s bills with bids and purchase orders in order to verify accuracy.
Education
 
Certificate in Teaching Program (9 units)

    
De La Salle University

















   
    June 2011 to October 2011



Dasmarinas City, Philippines 

 
Bachelor of Science in Secretarial Administration



Major in Computer Education












     

  
SY 1989-1993



Adamson University, Manila, Philippines
· Certificate in Therapeutic Massage Course NCI NCII  



   May 5 – 13, 2014
 
Declaration

I hereby declare that the above information is true to the best of my knowledge and belief.
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Personal Data:





Gender	:             Female 


Nationality:          Filipino                                 


Visa Status:  Visit


Languages:





English and Tagalog





Interests:


Administrative functions


Secretarial Functions


Front-office desk functions


Customer-service 


Client inter-actions 


Basic Stenography


Cashiering









































 


 


























Strengths





Therapeutic Massage Skills





Excellent customer service skills and general office support


 


 	Computer skills Microsoft word, excel, power point and internet applications.


 


 	Ability in selling and 


   Networking business


 


 	Mastery in cashiering and computing real property taxes


 


 	Typing and encoding skills


 


 	Sports contender/ achiever(running category)








 


 











