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OBJECTIVE
To obtain a position in administration and office support, personal assistant (PA), and HR, where my work experience and education will have a valuable application.
PERSONAL
· Last position held as an HR In-charge for one of an investment management company in Western Region, Abu Dhabi, UAE. 
· I have gained a Bachelor Degree in Accountancy and extended studies in 2010 at the United Kingdom for (ACCA) global body of certified accountants. 
· More than 10 years experience working in administration and/ secretarial capacity interfacing with internal and/or external customers. 
· Experience in working with senior level management. 
· Prior experience in a multicultural environment, easy to adapt different people views. 
· Proficient user of MS office Applications (Microsoft Word, Excel, PowerPoint, and Outlook) and internet explorer. 
· Good leadership and personal effectiveness. 
· Strong communication skills –verbal and written (English) 
· Creative, resourceful and flexible, able to adapt to changing priorities and maintain a positive attitude and strong work ethic. 
· Excellent customer service 
PROFESSIONAL ACHIEVEMENTS
[image: image3.jpg]



	
	
	Year
	
	
	Degree
	
	
	Institute/College
	

	
	
	Sept.
	
	
	Certified in Health &
	
	Southgate College, United Kingdom (U.K.)
	

	
	
	
	
	
	Social Care NVQ Level 2
	
	
	

	
	2011
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	March
	
	
	ACCA II running
	
	Association of Chartered Certified Accountants,
	

	
	
	
	
	
	
	
	Impact International College, United kingdom
	

	
	2010
	
	
	
	
	
	

	
	
	
	
	
	
	
	(U.K.)
	

	
	
	
	
	
	
	
	
	
	

	
	
	April
	
	
	Certification on
	
	Kingsley School of English , Finchley
	

	
	
	
	
	
	Intermediate English
	
	
	

	
	2009
	
	
	
	
	
	United Kingdom (U.K)
	

	
	
	
	
	Proficiency
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	COURSE GRADUATED
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	Degree/Diploma
	
	Graduated
	University/Institutes
	

	
	
	
	
	
	
	
	
	
	

	
	Bachelors of Science in Accountancy
	
	March 1989
	University of San Carlos ,Cebu
	

	
	
	
	
	City Philippines
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	



Page 1 of 3
PROFESSIONAL EXPERIENCE
Western Region Abu Dhabi, UAE
HR In-charge
October 2014 –April 2015
DUTIES :
· Analyze hotel manpower requirements and makes recommendations on selection and development activities to meet manpower need. 
· Coordinate any medical needs of employees 
· Assist in developing and implementing all required policies and procedures 
· Proactively assist to PRO for any visa related issues. 
· Process National ID card, Insurance card, Payday card, of the hotel employees as advised in accordance with the company procedure and emirates authority policy. 
· Schedule an appointment with emirates Identity Authority for colleague fingerprint. 
· Maintain records of all visas applied online and prepare the report to distribute on daily/monthly basis 
· Maintain records of all cancelled visas and prepare the report to distribute daily/monthly basis. 
· Provide advice and assistance when conducting staff performance evaluation. 
· Identify training and development opportunities 
· Coordinating with finance in processing of final settlement payment 
· Provide basic counseling to staff who have performance related obstacles. 
· Prepare the employees salaries and attendance 
Western Region Abu Dhabi, UAE
Executive Secretary / Personal Assistant
September 2013- October 2014
DUTIES:
· Managing the daily activities of the managing director by providing informational support, both internal and external. 
· Follow up and coordination with various departments on important assignments as mandated by the MD. 
· Establish and maintain various filling/records/database of business contacts, trace pending items and follow up as appropriate. 
· Prepare meeting schedule, briefs and carry out proper documentation. 
· Ensure timely receipt of all required information from respective departments. 
· Maintain the confidentiality of files and information. 
· Provide assistance to the managing director for all official appointments, attend telephone calls, send 
& receive documents to and from staff and any other coordination work as per the company requirements. 
BUPA Stamford Nursing Home, East London
Care Assistant
Sept 2008 – Nov. 2011
DUTIES :
· Interaction with clients learning their interest and needs. 
· Helping with daily personal care. 
· Helping with general tasks such as laundry and shopping 
· Helping to assist in their leisure activities. 
· Working with other health and social care professionals to provide individual care and development plan. 
· Help assist with nurses to identify client’s health record and update. 
Plan Architect and Design - Manama Bahrain
Administrative Assistant
June 2006 – July 2008
DUTIES:
· Provide administrative support for the Managing Director of the company and served as Personal Assistant simultaneously. 
· Carried out all construction projects meetings and directed to the engineers and architects. 
· Responsible for light correspondence and telephones, emails and managing director personal accounts payable. 
· Prepare salaries for all the staffs and calculate their overtime 
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· Prepare LPO’s and invoices for the client 
Responding to clients  and management inquiries regarding contracts and site visit schedule.
· Handles bank accounts reconciliation and take care of accounts receivables & payables. 
Waterfront Airport Hotels & Casino - Mactan, Philippines
Food & Beverage Outlet Manager
April 2003 - March 2006
DUTIES  :
· Responsible for the day to  day operation of the food & beverage department and all sections. 
· Ensure that all F&B sections are organized in such away that mis-en place are well prepared and manning are also in place. 
· Responsible for all guest services and administration in Food & Beverage cost control and budget to ensure maximum profitability of the department. 
· Maintain required hygiene and guest satisfaction levels. 
· Being the integral member of the hotel communicate team, proactively identify communicate and respond t areas requiring improvement within the overall hotel operation. 
· Ensure that good customer service  are delivered to the customers. 
Waterfront Airport Hotels & Casino - Mactan, Philippines
Food & Beverage Supervisor
January 2002 – March 2003
DUTIES :
· Assist the F&B Manager in reporting the day to day sales of each outlet. 
· Plot the staffs rota schedule 
· Coordinate with the F&B Outlet Manager the sales target promotion. 
· Prepare training schedules to run in a monthly basis. 
· Check the staff performance and discuss to F&B Outlet Manager for possible movement. 
Waterfront Airport Hotels & Casino - Mactan, Philippines
Executive Secretary
Oct. 1997- Dec 2001
DUTIES :
· Handled incoming and outgoing correspondence, including mail, email, and faxes. 
· Review all incoming mail and prioritize before forwarding to the General Manager. 
· Ensure all outgoing correspondence is typed and proof and dispatched to the highest possible standard. 
· Coordinating other operation department such as the monthly report. 
· Take down daily minutes of meeting and consolidate and distribute to each department 
· Prepare concessionaire shop contract agreement 
· Perform other tasks directed from the general manager. 
· Establish and maintain various filling/records/database of business contacts, trace pending items and follow up as appropriate. 
PERSONAL PROFILE
	Nationality
	:
	Filipino

	Visa Type
	:
	Employment – Transferrable

	Availability
	:
	Immediate
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