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	JOB OBJECTIVE
	To be part of a dynamic and highly motivated work group where I can effectively utilize my expertise in office management and administrative skills that will enable me to use my strong communication & organizational skills, management background and my ability to work well with people.

	
	

	DESIRED POSITION
	To obtain challenging position in the administrative area that would best utilize expertise in the competitive and business environment. 

	
	

	JOB EXPERIENCE
	Feb 2013 – till date

Engage Selection, Tiffany Tower Cluster W, JLT, Dubai, UAE
Administrator

Engage Selection is a recruitment company that works within all commercial sectors including Building and Construction, Banking and Finance, Facilities Management industries internationally. It is part and owned by Mace (an international consultancy and construction company) It was created to bring a new level of professionalism into the search industry. Engage takes pride on providing a knowledgeable, honest recruitment experience to commercial sector clients and candidates.

Duties and Responsibilities:

· Answer incoming calls promptly, courteously & professionally & process multiple phone calls simultaneously.

· Plan, organize and prioritize work to meet deadlines and accomplish assigned tasks within established timelines including maintaining accurate records and files;

· Preparing and reminding the line manager of his calendar or schedule such as meetings, interviews, and the like.

· Format CVs of candidates to word document for review.

· Respond promptly to requests of internal and external clients providing needed information, assistance; using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases;

· To take responsibility for ordering office supplies and maintain the availability and other materials and equipment required and ensure maintenance of office equipment in proper repair for the immediate superior and executives.
· Devising and maintaining office systems;
· Booking rooms and conference facilities;

· Operate the reception area for clients & visitors, working with the team to provide a welcoming environment.

· Screen, sort, & distribute mail & incoming documents; respond routine items not requiring supervisors attention in accordance with specific instructions & standard procedure.
November 2008 – January 2012
Chemical Dynamics Co. Ltd., Bangkok, Thailand
Home School Teacher/Administrative Officer

Home School Teacher under the Griggs University/Griggs International Academy curriculum and at the same time working for a privately owned business which specialized in water treatment, BOD & COD Online Analyzer, Rubber Latex Wastewater Treatment, Refinery Wastewater Treatment Plants.
Duties and Responsibilities:
· Responsible in teaching the students all subjects including extracurricular activities. 

· Train new employees

· Make appointments and maintain diary records;
· Assist in production of written communication to parents;
· Maintain, enter and retrieve data from the school’s computer system;

· Assist with general organization of excursions e.g. Booking of buses, phone contact  with relevant organizations;

· Perform receptionist duties;

· Processing of admissions, enrollment, and other academic activities.

February 2007 – October 2008

INSINKERATOR Emerson, SYKES Asia Inc., Manila, Philippines
Technical Support/ Customer Service Representative

InSinkErator is the world's largest manufacturer of food waste disposers and instant hot water dispensers for home and commercial use. They have 24 hours customer service and technical support system to provide the needs of customers and give excellent service.

Duties and Responsibilities:

· Answering calls for US-based customers regarding a particular product.
· Provide information to customers, answer queries and assisting on issues and proper usage of the product.
· Provide service and warranty information.
· Supervise chat support for UK-based customers.
· Awarded as “Agent of the Year” in 2008 for good performance, and punctuality.

	
	May 2005 – February 2007

International Voice on Line (IVOLINE) Manila, Philippines
English Instructor Associate

It’s an outbound call that offers a one on one English tutorial catering Koreans. The company is responsible for improving the English skills of customers through conversations and drills. 

Duties and Responsibilities:
· Train customers on how to effectively deliver their report using English as a medium of communication.
· Help prepare customers for an interview using the English language

· Teach children English lessons base on the online book provided by the company.

· Promoted as Team Leader and was given other work opportunities among team members.

Researcher and Trainer

· Has worked as a researcher and writer for the books that will be used by the students.

· Trained new English Instructors on how to properly pronounce words, articulate sounds, and correct grammar usage.

Quality Control Associate

· Screening of new candidates as an English Instructor.
· Evaluating members and taking down notes for improvement.

· Recording date in Microsoft Office regarding team’s performance.

	EDUCATION
	SAINT LOUIS UNIVERSITY 

Baguio City, Philippines

Bachelor of Arts in Communication, 2001 – 2005  

DE LA SALLE UNIVERSITY
Manila, Philippines

Teaching English as a Second Language/ Teaching English as a Foreign language (TESL-TEFL)

 Short Course Taken, August – October 2006

	SKILLS
	· Excellent English Communication Skills (Oral and Written)

· Use proper grammar and has a good speaking voice.
· Proficient in Microsoft Office Applications, Word, Excel and PowerPoint Presentation.
· Has a background in video editing and Adobe Photoshop.

· Technical writing and business correspondence

· Leadership strength

· A good team player and self-starter
· Has a good interpersonal skill. Able to get along well with co-workers and accept supervision. Received positive evaluations from previous supervisors.

	
	

	PERSONAL INFORMATION
	Civil Status  :   Single
Birthday      :   24th August 1984
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