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Profile: A young pro-active professional with a unique combination of business experience and customer relation management, bringing to the table the ability to combine business development with a good customer service management.

Experienced: in administering office works in a fast paced environment. Multitasking capabilities and Proven to be initiative and ability to work with minimal supervision.

Professional Goals: include continuing to grow in an organization where my knowledge and competence can be used of as a productive member of your company.

Personal Factors/ Skills and Interest:

· Smart, Hardworking, Adaptable, Determined, Fast Learner, Goal Oriented and Able to work under pressure.

· Applications:

- well versed in ms office applications: ms outlook,  ms word, ms excel, ms powerpoint, ms access, outlook express and etc.

- knowledgeable in Faxpro Software and Peachtree, Tally and Quickbooks Accounting software and AS 400 Webgate software.

- Studying Basic Arabic

- internet etc.

· To get along with people.

Experience:

Al Sharq Investment

Investment Company

Dubai City, U.A.E

-Dec 2013 - present

· Executive Secretary to CEO and Chairman/ Office Administrator
· Directly reporting to the CEO and Chairman

· Act as a liaison and maintain open lines of communication among management
and administrative staff. 
· Oversee the scheduling of meetings, travel arrangements, personal events and
conference calls with all businesses. Ensuring the CEO/ Chairman is well prepared for meetings.
· Meeting management: creating and distributing agendas, doing follow-ups, and
     keeping safe custody of corporate documents and reports
· Monitoring and following-up on the project deliverables with all departments.
· Travel reservations including worldwide flights, car service, dinner reservation
     and vacations. 
· Update, organize and maintain diaries and making appointments.
· Develop systems for tracking information, projects and pending issues for various
      meetings involving the Director of Operations.
· Organizing and storing paperwork, documents and computer-based information. 
· Handle routine or emergency situations in the absence of the department head or
      other supervisors as required.
· Maintain employee files, preparing staff Annual leave and monitoring attendance.

· Process medical and car Insurance.
· Generate routine correspondence, preparing letters, forms, reports and other documents.
· Screening phone calls, enquiries and requests, and handling them when appropriate.
· Responsible for monitoring, ordering & storing of office/kitchen supplies. Keeping office organized.
· Implementing and maintaining procedures or administrative systems.
· Liaising with suppliers for advertisement materials, courier, mails and shipments.
· Coordinating with fit-out Contractors, building maintenance staff and service vendors.
· Maintaining office schedules and coordinating with the driver.
· Sourcing candidates, interview schedule, CV files and monitoring time sheets.

· Coordinating with PRO for visa related issues.

· Running errands and performing miscellaneous job-related duties as assigned.

IBS Mapei LLC Subsidiary of Mapei SpA

Chemical Construction Company

Dubai City, U.A.E

-April 2008 – Nov 2013
· Executive Secretary to GM/ Office Administrator
· Directly reporting to the General Manager.
· Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work.
· Prepare agendas and make arrangements for committee, board, and other meetings.
· Make travel arrangements for executives.
· Conduct research, compile data, and prepare papers for consideration and presentation by executives, committees and boards of directors.
· Serve as the receiver of important mail, documents and ordered items delivered to the organization’s address.
· Preparing bank deposits, Handling Petty Cash and Expenses report
· Handling Employees files.
· Coordinating with Accounts department regarding customer accounts receivables.
· Handling/ checking delivery schedule for customer’s order. Maintain an effective medium of communication and close collaboration among the workers in the organization.
· Always ready to assist different departments for their needs.
· Logistic and Purchase Coordinator

· Attend to and follow-up on customers’ enquiries and requests.
· Respond to Request for Quotation (RFQ) and initiate coordination with Inventory Warehouse, Airfreight and Sea freight Departments.
· Monitor delivery schedules and coordinate with Inventory Warehouse, Airfreight and Sea freight Departments to ensure on-time delivery.
· Ensure timely and accurate invoicing.
· Respond to claims and ensure timely execution.
· Carry out service failure investigation/complaint and ensure corrective and preventive actions are in place.
· Gather regular quantitative and qualitative feedback for continuous improvement. 
· Responsible for supervising the packing of purchased products into tractor trailers and ensuring prompt delivery of merchandise to customer locations. 

· Coordinates inventory of stock and ensures product adjustments are properly applied. 

· Receives, sorts, logs, and distributes all incoming shipments. Identifies, locates, obtains and arranges for shipment of requested replacement parts.

· Arranges warehousing and transportation of products to customers.

· May investigate and respond to inquiries regarding distribution and shipping
· Fulfill any other tasks as and when assigned by the superior.
· CSR cum Sales Coordinator 
· Responsible in handling customers LPO and receiving payments.
· Attending customer queries and handles Quotations for customer pricing reference.

· Coordinating with Supplier and responsible for stock order.

· Acting as a sales coordinator between Sales Manager and Sales Team.
· Attracts potential customers by answering product and service questions; suggesting information about other products and services.

· Opens customer accounts by recording account information.

· Maintains customer records by updating account information.

· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

· Maintains financial accounts by processing customer adjustments.

· Recommends potential products or services to management by collecting customer information and analyzing customer needs.

· Prepares product or service reports by collecting and analyzing customer information.

· Contributes to team effort by accomplishing related results as needed.

Express High General Trading

Trading Company

Dubai City, U.A.E

- April 2006 – April 2008
· Executive Secretary to GM cum HR Admin. cum Accounts & Sales Cooridnator

· Directly reporting to the Manager.

· Monitoring daily sales report.

· Responsible in handling the daily calendar for the Immediate Supervisor.

· Handling customers LPO’s, credit invoices and receiving payments.

· Servicing customers in the credit and accounts department.

· Responsible of updating the file of the employee & preparing required documents for the new employee such as visa management.

· Preparing bank deposits, Handling Petty Cash, Travel arrangement & Hotel reservation.

· Handling reimbursement/ liquidation checking for the field employees.

· Always ready to assist different departments for their needs.

· Organizing meeting for my immediate superior and organizing seminar for the employee.

· Coordinating with the sales team.

· Experienced with accounting information system, environments, accounts receivable and accounts payable. (Peachtree; Quickbooks and Tally)

· Handling fax and receiving fax/ emails.
Commodities Intertrade Gen. Trading

Dubai City, U.A.E

February 2006 – April 2006

· Secretary cum Assistant in Accounts cum Sales Coordinator

· Monitoring of totals sales on everyday basis.

· Coordinating with the salesman.

· Assisting in the accounts department.

· Providing a report pertaining to total sales.

· Preparing bank deposits, Letter of Credit, Handling petty cash.

· Organizing meeting for my immediate superior and organizing seminar for the employee.

· Directly reporting to the manager

SM Investment Corporation

Manila, Philippines

- October 2004- November 2005

· Secretary/ Office Admin. Assistant
· Attending all telephone calls & inquiries, attending visitors/clients.

· Responsible for office daily routine, reporting to the manager.

· Handling general correspondence and coordination.

· Maintaining update records & safe keeping personnel records.

· Internet, checking company emails, making reports on the company activities.

· Coordinating w/ couriers services for sending local/international documents.

· Preparing bank deposits, Handling petty cash, Travel arrangement & Hotel reservation.

· Handling reimbursement/ liquidation checking for the field employees.

· Always ready to assist different departments for their needs.

· Organizing meeting for my immediate superior and organizing seminar for the employee.

· Typing, Faxing, Xeroxing & Filling etc.

Klasipikasyon Maharlika Incorporation (Maritime Company)

Manila, Philippines

- October 2002- October 2003.

· Secretary/ Office Admin. Assistant
· Duties included servicing the credit and account departments.

· Handling telephone calls and daily checking of the company email.

· Creating, maintaining and deleting customer accounts, computer accounts processing.

· Handling business correspondence and coordination.

· Responsible of updating the file of the employee & preparing required documents for the new employee.

· Daily data entry and managing work orders.

· Experienced with accounting information system, environments, accounts receivable and accounts payable.

· Handling fax and receiving fax/ mails.

CITIBANK, Global Consumer Building, Sales & Distribution Department

Manila, Philippines

- September 2001- April 2002.

· Telemarketer Direct Sales Agent

· Duties included handling customer queries through phone.

· Assisting clients for other concern regarding their credit cards.

· Administering direct selling to the client.

· Presenting safety and good talks to the clients.

· Duties also included tours conducting selling products, interpreting displays and cataloguing the products.

Experienced Gained:
· Good Team Player and Proactive.

· Persistent, patient, and sensitive to customer’s needs and apprehensions 

· Able to establish rapport with both clients and colleagues.

· Able to adapt to changing priorities while maintaining a positive attitude and strong work ethic.

· Excellent organizational and Motivational Skills.
Education:

Tertiary:

· A.B. Masscommunications



Far Eastern University

          

Manila, Philippines

Post 

· B.S. Nursing

Emilio Aguinaldo College

Manila, Philippines

Personal Information:

· Birthday: April 27, 1982

· Marital Status: Single

· Nationality: Filipino

· Valid UAE Driving License

· Visa Status: Residence Visa under Al Sharq Investment (Transferable Visa)

