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OBJECTIVE:
To secure a position with a well-established organization with a stable environment that offers challenge and opportunity for my career development and at the same time serve the organization to the best of my capabilities.  I would like to gain new skills while utilizing my current area of expertise which I have earned through the years of hard work.
QUALIFICATIONS:
· Graduate of Business Administration major in Management.
· Computer literate.  In depth knowledge in Microsoft Word (Excel, Word, PowerPoint and Outlook). Rapidly input data and retrieves records and information.
· Administrative skills.  Ability to organize workloads and to manage a filing methods and management techniques.  Ability to keep clear, accurate records and reports.
· Strong organizational and prioritization skills.  Have a strong eye for details and deep commitment to quality. Flexible team player who knows how to organize and prioritize work to be able to meet deadlines.
· Excellent verbal and written communication skills. Ability to communicate well with other people.
· Strong analytical skills. Result oriented. Proven ability to identify, analyze and solve problems.
· Comfortable taking charge, providing directions, offering feedback, delegating work and instill a sense of urgency to others.
· Confident, hard-working employee who is committed to achieving excellence.
· Proven competence in working with others in a team effort.
· Motivated self-starter with an aptitude of learning new skills quickly.
PROFESSIONAL EXPERIENCES:
INDUS REALS ESTATE   

       

                  March 17, 2013 – up to present
Dubai, United Arab Emirates
Administrative Assistant
· Responsible for advertising and sourcing properties through web (Dubizzle, Property Finder, Facebook, Twitter and other social media)
· Refreshing the entire list in the system (CRM Propspace).
· Providing administrative support from the superiors and all secretarial duties like answering phone calls, emails and customer inquiries.
· Encoding new list of properties from the agents to the CRM system.
ST PETER LIFE PLAN, INC.    


                 March 28, 2011 - March 2, 2013
Philippines
Office Staff
· Providing full administrative support to the Manager and responsible on all the secretarial duties (office management, prepares and types documents dealing with correspondence e-mails, fax documents, receives telephone calls as well as contracts internal and external parties).
· Ensures proper filing and keeps record by accurately entering information in a timely manner consistent with company procedures.  Maintains confidentiality in all aspects.
· Interacts/deals with clients needing assistance with regards to the plan they want to take.
EASTWEST BANK



           June 16, 2008 – November 30, 2010
Card Division, Credit Dept
Makati City, Philippines
Administrative Assistant





              
·  Issue register duping, checking blacklisted and watch listed company
· Writing application ID endorsing and receiving applications from different agencies for re-verification, pull out and filling.
· Encoding transmittal and filing remarks.
· Pull out approved applications and distributes to evaluation officer for QA.
· Editing credit card applications information/details.
CENTRAL AFFIRMATIVE COMPANY INCORPORATED 
  November 5, 2007 – May 10, 2008
(Aficionado Germany Perfumes and Joel Cruz Signature)
NS Amoranto, Manila Philippines
Advertising and Promotion Assistant
· Assists in maximizing limited funds through knowledge of media and production (for example, utilizing free media publicity to support insertions, negotiating most advantageous rate of structures, and getting the most efficiently from production expenditures.
· Assists in performing multiple duties related to advertising and promotions functions of the organization within established procedures and responsible for variety of activities in advertising and promotions including assisting in directing all creative activities: print campaigns, catalogs, trade show, exhibits and sales promotional material.
· Assists in conceiving, developing and directing advertising and promotions programs.
· Assists in planning and purchasing media advertising.
· Assists in creating, developing comprehensive advertising campaigns, with special emphasis on sales promotion materials, direct response advertising.
· Assists in negotiation of advertising.
· Assists in all production techniques, creative direction and media selection.
· Selects/coordinates outside services: typesetting, photography, retouching, printing, color proofing.
· Knowledge about product packaging and marketing.
· Assists in developing media budgets with most effective allocation for radio, print and some television.
MAGIC STAR MARKETING



         December 2006 – March 2007
Metro Manila, Philippines
Project Coordinator
· Assists in negotiation for advertising.
· Assists in production techniques, creative direction and media selection.
· Assists in creating, developing comprehensive advertising campaigns, with special emphasis on sales promotion materials, direct responsive advertising.
· Assists in promoting product services.
· Receiving and organizing proposal letters of sponsorship to different types of events.
PERSONAL INFORMATION:
Birthdate: March 04, 1980
Civil Status: Single
Religion:  Roman Catholic
Visa Status: Employment Visa
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