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PROFESSIONAL WORK EXPERIENCE:
28 Jan 2013 - 27-Feb-2015           Allied Arab Trading Co. LLC



             Dubai, United Arab Emirates
Designation: Administrative Secretary
Working As: Admin/HR in-charge/Document Controller/ Receptionist and            Property coordinator.    
 Reporting: Managing Director/HR Manager/Sr. Accountant
RESPONSIBILITIES & DUTIES:
ADMINISTRATION/HR
· Arranging document for Employment Application/Renewal, Visa Application/Renewal and Insurance Application/Renewal.

· Coordinating with Manpower services (Local/Int’l) for the company requirements and selecting people to be shortlisted. 
· Arranging renewal for Tenancy Contract, Trade License, Chamber of Commerce, Software License and Web Hosting License.

· Maintaining Employee’s files. 

· Preparing employee’s monthly attendance report/arranging leave application. 
· Paying bills through online.

· Arrangement of meeting schedules (both internal and external) and coordinates with concerned attendees confirmation of schedule, venue and agenda required.
· Strongly independent and resolving administrative routines with considerable independence with only unusual or difficult problems being referred to the Sr. Manager for clearance.

· Provide information pertaining to organizational procedures and policies; transmits policy and administrative decisions and processes confidential matters.

· Systematic documentation and file organization. Promptly disseminates important communication or directions from the Sr. Manager to all concerned.

· Provide word-processing and secretarial support.
· Manage purchases (Office Supplies, Machines & Equipment’s & etc.)
· Scanning/Printing of Documents
DOCUMENT CONTROLLER

· Maintain & Manage Property Legal Documents (Title Deed, SPA & etc.)
· Maintain & Manage Company Legal Documents (Trade License, Chamber Of Commerce, MOA & etc.)
PROPERTY IN-CHARGE
· Attending Property queries and dealing with the clients.
· Preparing Tenancy Contract.

· Arranging schedules for viewing of the property.
RECEPTION DUTIES:

· Receive, direct and relay telephone calls (PABX system) and faxed.

· Review incoming mail, drafts responses and acknowledges correspondences and routes mail not requiring superior's attention to concerned departments.

· Welcoming guests in a well-mannered way. 
· Manage flight and hotel bookings for guest and staff.
· Ensures office is in well organized and clean.

· Registering all enquiries & projects received from Clients, Contractors, Dealers and Consultants.

· Attending all I.T related issues and requirements and coordinating to I.T in-charge and maintaining Server control panel details.

· Arranging Courier (inbound/outbound).

· Preparing excel file reports (Pending Enquiries, Quotation Status and Maintains Customer Masterfile List).

Aug.11, 2008-
      GLOBAL SYNERGY TRADE & DISTRIBUTION CORPORATION 
Nov. 07, 2012                                   Philippines 
Designation: Inventory Management Supervisor/Purchaser

Working As: Purchaser\Billing In-charge\Warehouse In-charge

Reporting: General Manager - GSTD Corp. & Area Manager – Chevron Philippines

· Logistic Department over all in-charge.
· Suppliers and Client coordinator.
· Manage purchases (with yearly & monthly forecasting).

· Coordinating with the freight forwarding company to ensures on time deliveries of goods.

· Assisting customer needs and inquiries.

· Making Quotations

· Preparing monthly reports (sell-in, sell-out, stock transfer & etc.).

· Preparing/checking charge invoice.

· Check and monitor inventory with reconciliation.

· Data entry (Purchases, Credit Memo).

· Issued receipt/received payments.

· Check and Monitor Deliveries.

· Telemarketing.

Jan.16, 2008-
FLEXCORD TRADING
July 30, 2008
Philippines


Accounting Staff/Billing Assistant/Purchaser
· In-charge of preparing monthly Purchase Order. 

· In-charge of preparing charge invoice.

· Inventory monitoring.

· Issued receipt/received payments.

· Data entry (Purchases, Credit Memo).

July 28, 2007 -


Lilli Marketing Corporation/B-Club Boutique

Nov.30, 2007


Philippines
Cashier/Clerk
· Check and monitor inventory.
· Encoding everyday transaction.

· Issued receipt/received payments
EDUCATIONAL ATTAINMENT:
Tertiary



(2005- 2007)


Goldenstate College, Inc.




Pioneer Ave., General Santos City





Associate in Nursing Aide
(2004-2005)


AMA Computer College





Santiago Boulevard, General Santos City





Computer Engineering (1st trimester)




Secondary


Tupi National High School
(2001- 2004)


Poblacion, Tupi, South Cotabato
Primary                                  
 Tupi Central School

(1996- 2000)             
           
 Poblacion, Tupi, South Cotabato          
PERSONAL DATA:
Date of Birth
:
March 18, 1987
Sex

:
Female

Age

:
28 Years Old

Status

:
Single
Nationality
:
Filipino

Religion
               :
Roman Catholic
Dialect

:
English/Tagalog
REFERENCES: 
Available upon request.
I hereby certify that the above information given is true and correct to the best of my knowledge and belief.
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OBJECTIVE:


To be part of a company that provides excellent training and a job that help to build up my career growth and to be more skillful and to contribute for the growth of company.





HIGHLIGHT QUALIFICATIONS:


Flexible and Hardworking


Honest and highly trustworthy


Communicate Professionally


Resourceful


Fast learner 


Team Player


Customer Service Oriented


Discreet and Ethical


Effective at multi-tasking


Self-motivated and able to grasp instruction easily to interact well with other people


Dedicated


Can work under pressure


Efficient in Microsoft Office (MS Word, MS Excel, MS Outlook)


Knowledgeable in Accounting Software (Peachtree Accounting System, Busy Infotech  & Tally)





AREAS OF EXPERTISE:


Administration


Secretarial Skills


Sales Coordination


Logistics/Purchase


Skilled in office procedures like: encoding, filing and inventory. Analytical and problem solving skills.











