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OBJECTIVE
To be part of your prestigious company, willing to work for the best of my knowledge and to enhance my full potential and capability through eventual learning and continuous application of my skill.
QUALIFICATIONS
· Completed Bachelor’s Degree in Business Education major in Business Technology
· Less than 2 years of experience in Dubai – Real Estate Company as Admin officer cum Executive Secretary cum Receptionist cum Logistic Officer
· 6 years of experience in Philippines – Event Management Company as Marketing Associate, Executive Secretary, Production Manager, School Arts Trainer / Actor, Assistant HR Manager.
· Fluent in English and Filipino

PROFESSIONAL EXPERIENCE
SECOND HOME PROPERTIES REAL ESTATE COMPANY - DUBAI (May 25,2013-Present)
· Executive Secretary Cum Receptionist cum Logistic Officer cum Admin Officer
1. Prepare documents and requirements for the Manager’s Embassy needs.

2. Prepare documents such as representation contracts, purchase agreements, closing statements, deeds and leases, memorandum and corporate letters.
3.  As Real Estate administrative assistants, I answer telephones and take messages; distribute incoming mail; operate scanners, facsimile machines and photocopiers; create documents, spreadsheets and presentations; complete expense reports and other accounting forms; and answer routine inquiries from clients, agents and brokers.
4. Book a flight from different airlines for the managers if they are going out of the country.

5. Perform basic logistic job such as preparing invoice, packing list, online registration for chamber of commerce and communicating to Shipping and Forwarding Company regarding shipment requirements.
6. Creating advertisements, posting photos and videos of available properties, producing brochures and fliers, scheduling property tours and answering questions about advertised properties.
STAIRS PRODUCTIONS INCORPORATED - PHILIPPINES (June 2007 – April 2013)
· Marketing Associate (2011-2013)

1. Marketed the whole production to all Public and Private School teachers in the Philippines with a total of 2000 to 6000 audience per showto watch a DepEd endorsed stage play entitled “Ang Guro” ; “Magulang Magulang” etc.
2. Received numerous letters of recommendation, and appreciation from customers, and management.

· Executive Assistant (2009-2011)

1. Perform basic administrative responsibilities of an Executive Secretary that includes organizing appointments and meetings and keeping confidential and office files.

2. Organize office activities, maintained supplies, prepared direct mailings and correspondence.

· Production and Stage Management (2009-2010)

1. Secure that the show or the play production will run smoothly.

2. Make the work of the Director stress free and easy for him through assisting him and coordinating good communication with the whole production, cast and crew.

· School of Arts Trainer / Actor (2008-2009)

1. Assume all responsibilities of a trainer including professional development, communication with parents, and assessment of students.

2. Perform basic administrative duties such as recording attendance and organizing student portfolios; provide individual assistance to students if needed.

3. Establish and maintain positive relationships with students. Parents and colleagues, fostering an environment of open communication and support.

4. Facilitate a teambuilding Activity for the students, significantly enhanced the class environment by acting as facilitators to promote student leadership in initiating and creating positive learning opportunities, competitiveness, and friendship. 

5. Play as one of the main cast in numerous stageplay such as Ang Guro, Broken Hearts Club, Excess Baggage, etc.  and have the opportunity to work with Ms. Karel Marquez (MTV VJ and Cast of Babaeng Hampas Lupa in TV5), Ms. Pinky Marquez (Veteran TV and Stage Actress), Ms. Izy of Sexbomb, and Mr. Alvin Aragon (Former Starstruck Avenger), Tart Carlos (Be Careful with my heart) etc.
· Assistant HR Manager (2007-2008)

1. Maintains the work structure by updating job requirements and job descriptions for all positions.
2. Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.

3. Prepares employees for assignments by establishing and conducting orientation and training programs.

4. Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing pay structure revisions.
EDUCATION AND CERTIFICATION
· Professional Licensed Business Teacher

License No.: 0993657

Issued on : December 11, 2008

· Polytechnic University of the Philippines

June 2003 – May 4, 2007

Bachelor in Business Teacher Education; Major in Business Technology – Secondary

Mabini Campus, Sta. Mesa Manila
SEMINARS AND WORKSHOPS
· Production and Stage Management / Event Management Workshop; Season 10-Season 14; #30 Imperial St. G/F Confed Bldg. Cubao QC; June 2005 – March 2007

· “Leadership Seminar;When Power is Powerless”; #30 Imperial St. G/F Confed Bldg. Cubao QC; March 3, 2007

· “Be An Influencer;The Power of Decision Making and Compromising”, 3B Resort Antipolo; February 9, 2007

· “Leadership Seminar; Crucify Me – The Sacrifices of Being A Leader”; #30 Imperial St. G/F Confed Bldg. Cubao QC; November 19, 2005

· “Be An Influencer;Walk the Talk”; #30 Imperial St. G/F Confed Bldg. Cubao QC; August 27, 2005

· Teambuilding and Leadership Seminar, “The Legacy”; #30 Imperial St. G/F Confed Bldg. Cubao QC; October 2006

· “Guidance & Counselling Skills for Future Teacher”, Bulwagang Balagtas PUP, Sta. Mesa, Manila; September 9, 2006

· Be An Influencer; “Image Enhancement” #30 Imperial St. G/F Confed Bldg. Cubao QC; August 5, 2006

· “The Art of Classroom Questioning”, Bulwagang Balagtas PUP, Sta. Mesa, Manila; March 19, 2006

· “Future Business Educators to Touch, to Transform, and to Inspire”; Recreational Hall, Ninoy Aquino Learning Resources Center, PUP, Sta. Mesa, Manila; December 14, 2005

· “Quality Education and Business Competitiveness”; Manila Room, Hasmin Hostel, PUP Sta. Mesa, Manila; December 3, 2005
AFFILIATIONS AND AWARD
· “Outstanding Student Teacher of the Year Awardees’ ”; Finalist, PUP Chapter;
 March 23, 2007

· “Saved To Train Artists In Reaching Souls School of Arts” ; Scholar – Production & Stage Management, Event Management and Directing; June 2005 – January 2007

· “Sangguniang Kabataan”, Chairman, Poblacion 4 Laurel, Batangas; 2004-2006

· “Youth Unlimited Christian Organization”, External Vice President; PUP Chapter; 2004-2005

· Executive Board – Bulacan Private School Association (BULPRISA) Provincial; Pre- Elementary and Elementary Level 1 Declamation Contest; Baliuag University, Baliuag Bulacan; October 16, 2009

· Judge for Bulacan Private School Association (BULPRISA) District 1 Level; Pre-Elementary and Elementary Level 1 Declamation Contest; Guguinto, Bulacan; September 24, 2009

· Judge for Chevron Oil Company Department Competitions.; Manila Hotel Roxas Boulevard; December 2012

SPECIAL SKILLS
· Minimum typing speed of 50 wpm

· Advance Knowledge in computer application such as MS Word, MS Excel, MS Power Point, MS Publisher,  internet navigation and basic knowledge in Photoshop
· Basic Knowledge in Stenography

· Handling Events, Directing and Stage & Production Management

· Managing, Handling and interacting with People, and resolving conflicts
· Customer Service, Product Knowledge, Quality Focus, Problem Solving, Documentation Skills, Listening, Phone Skills, Resolving Conflict, Analyzing Information , Multi-tasking
SELF DESCRIPTIONS
I am a hardworking person can work well under extreme pressure, responsible and reliable at all times.  I am confident that my qualifications and skills could make significant contribution to your organization.   
I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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