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POSITION DESIRED
Administration / Accounts Assistant / Secretary /Receptionist

CAREER OBJECTIVE

Looking for a challenging position with a reputable organization where my background, educating and skills can be fully utilized. Make positive contribution towards the growth and image of the company.


PROFESSIONAL PROFILE

Committed to professionalism, highly organized and have excellent written and verbal communication skills.

SKILLS

· Total 7 years extensive work experienced in office work.

· Adept in handling office, clerical, accounting and secretarial work procedures.

· Efficient and Effective follower and leader.

· Focused and Hardworking.

· Knowledge in Microsoft ( Word, Excel, Power Point, Outlook )

· Excellent and strong interpersonal & communication skills.

· Highly dynamic enthusiastic, has a friendly personality.

WORK EXPERIENCE

Fine ore Technologies DMCC

General Secretary/ Account Assistant / Reception (January 02, 2012- May 25, 2013)
· General Secretarial work requirement in the office staff and management from time to time.

· Full support and assistance to all office staff, in all kinds of office jobs, wherever required.

· Preparation of Letters and full assistance to all senior staff and Management.

· Maintaining all Documents and files.

· Scheduling appointments, meetings and timely reminding and co- ordination wherever required.

· Checking and ensuring prompt receipts of postal.
· Handling all telephone calls, fax, general visitors, etc. and maintaining a log book for call related messages.

· Receiving guest with extending hospitality, maintaining the attendance, outside mission, leave, courier registers.

· Proper Inventory management of all required office equipment and stationeries – Office Letterheads, vouchers, bill books, visiting cards, company profiles and brochures, etc.

· Support to the Administration department for visas, air ticketing, hotel accommodation requirements, pick-up and drop-off, scheduling driver and car, etc. for all travelling executives and company guests
· Ensuring cleanliness of all area of the office including the inventory management of all expenses.  
Jasco International FZC, Sharjah UAE

Estimation Department -Secretary / Reception (March 13, 2010- November 20, 2011)
· Working as general secretary for Estimation Department, directlyreporting to the ChiefEstimator.
· Handling/ sendinginquiries for tender and job on hand Projects.

· Assisting in preparing Bill of Quantities for on-going projects andtenders
· Printing drawings in AUTOCAD or PDF Files
















· Preparing Letter of Intent to suppliers

· Preparing for tender clarification letter

· Preparing tender inquiries to suppliers

· Follow up inquiries through telephone and sending emails

· Handling documentation filing for Civil Estimation Department

· Assisting in preparing material submittal cover letters

· Preparing correspondence letters to Client, Consultants and Suppliers

· Receiving incoming and outgoing telephone calls

· Taking down notes and messages from callers to concerned personnel

· Preparing outgoing call logs

· Sending couriers / follow up status of couriers sent

The Natrapharm- Patriot Group, PHILIPPINES

Professional Sales Representative (February 2009- August 2009)

· Arranging appointments with doctors, pharmacists and hospital medical teams, which may include pre-arranged appointments 

· Making presentations to doctors, practice staff and nurses in GP surgeries, hospital doctors, and pharmacists in the retail sector. 

· Organizing conferences for doctors and other medical staff;

· Building and maintaining positive working relationships with medical staff and supporting administration staff e.g. receptionists;

·  Managing budgets (for catering, outside speakers, conferences, hospitality, etc);

· Planning work schedules, weekly and monthly timetables. Working with the area sales team or discussing future targets with the area sales manager. 

· Regularly attending company meetings, technical data presentations and briefings;

· Monitoring competitor activity and competitors' products;

UNIPACE CORPORATION, PHILIPPINES

Accounting Staff (October 2006- February 2009)

· Prepares accounts receivables for collection

· Follow up collection of each customers

· Reconciling the accounts of each customer

· Prepares the daily and monthly collection report (cash, CDC and PDC)

· Prepares payable list 

· Prepare payment and receipt voucher

· Assist the financial controller of his day to day work

· Filling of invoices voucher etc.

EDUCATION

Bachelor of Science in Commerce major in Management 

Liceo de Cagayan University, Philippines


PERSONAL INFORMATION

Birth date
:
October 9, 1984
Age

:
30 years old
Nationality
:
Filipino

Marital Status
:
Single

Languages
:
English, Tagalog
Visa Status
:
Tourist Visa 

Availability
:
Anytime
