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M A N A G E M E N T  C A P A B I L I T I E S  &  S K I L L S
· Established outstanding ability to work under pressure in a busy environment with frequent interruptions, changing priorities and short deadlines 
· Hardworking and objective-driven with over 13 years across-the-board exposure in executive office management 
· A fast learner and basically a self starter by personality who is thriving for new challenges and demonstrating tireless work ethics. Friendly and willing to help others. 
· With the ability to multi-task and prioritize work loads 
· Excellent office administration skills 
· Strong organizational and multitasking skills 
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C A R E E R  H I G H L I G H T S

Position Held:
Receptionist cum Personal Assistant

Bishop Design LLC

Period of Employment:
30th  October 2013 – 31st May 2015
Bishop Design L.L.C. has continuously completed projects across the entire MENA
region as well as internationally. An excellent and varied portfolio of Commercial, Brief Company Profile : Hospitality, Retail and Residential projects have been secured through
recommendation, referral and repeat business – a true endorsement of the company’s abilities.
Duties and Responsibilities:
· Receives guests entering the organization, determine nature and purpose of visit, and direct them to specific destinations. 
· Handle all incoming and outgoing telephone calls professionally and direct the calls to respective person to ensure all calls are attended to proficiently or take accurate message as necessary. 
· Maintain mail/courier log sheets on a daily/monthly basis to provide information and data for accurate invoicing and for reference. 
· Act as a focal point of contact and coordinate for all meeting room requirements so as to ensure assistance in booking meeting rooms for scheduled meetings with clients and suppliers. 
· Prepares and cleans up conference rooms for meetings and client project presentations. 
· Ensure the front office and reception area is kept clean, tidy and presentable in order to reflect the Company’s image. 
· Update and maintain contact database list of all clients, suppliers & contractors to ensure that a comprehensive database is maintained at all times. 
· Update internal telephone directory on a regular basis. 
· Coordinate with the Driver/Messengers to monitor movements of collection/ delivery of documents to avoid loss/error of documents in transit. 
· Maintain and update files and retrieve relevant information/documents from filing system as and when required and file all correspondence. 
· Maintain a high level of confidentiality regarding communications and correspondence. 
· Performs general clerical duties including photocopying, faxing, scanning and mailing 
· Maintain stationery and pantry supply ensuring stocks are properly monitored for placing order. 
· Opens, sorts and distributes incoming correspondence and packages 
· Sends, distributes and track all faxes and shipments through couriers. 
· Coordinates maintenance of office equipment. 
· Schedule appointments and maintain appointment calendar of the Managing Partner. 
· Assist in providing general office management support to the Administration, facilities maintenance, Design Team tasks as needed. 
· Performs routine secretarial duties as directed by the Managing Partners. 
· Schedule appointments for Managing Director with clients, consultants, contractors, and suppliers. 
· Other administrative/secretarial duties may be assigned to meet business needs. 
· Performs errands as requested or related work in general support of the firm as necessary. 
	
	Position Held:
	Secretary cum Receptionist (In-charge in the absence of Admin-
	

	
	
	Assistant)
	

	
	
	
	

	
	
	Supergems M.E. Ltd.
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Period of Employment:
	3rd July 2010 – 12th September 2013
	

	
	
	Trading in Gemstones including Diamonds, Precious Metals,
	

	
	Brief Company Profile :
	Investment Bars, Jewellery And Watches and Clocks. Deal as well
	

	
	
	with Real Estate Properties owned by the company
	



Duties and Responsibilities:
· Handling main telephone board; determine priority matters and alert management. Attend phone calls pleasantly; assess its urgency and direct to appropriate personnel in an accurate & courteous approach. 
· In charge of distribution, preparation, and data management on all the incoming/outgoing mails / faxes / couriers and ensure the completeness of any transmittal incoming or out going from the office. 
· Maintain stationery and pantry supply ensuring stocks are properly monitored for placing order. 
· Coordinate the repair and maintenance of office equipment. 
· Keeping the reception area tidy. 
· Record details of inquiries, comments and complaints and details of actions taken. 
· Communicate and coordinate with internal departments. 
· Greeting visitors and clients & offering them refreshments; respond promptly to their inquiries and requests. 
· Ensure that emergency and security procedures for the building are in place and kept up to date. 
· Keep track with the security camera recording on a day to day basis and assisting the Managing Director in reviewing the video recording as per request 
· Performing and assisting as backup to other clerical personnel in the office with various basic administrative functions as needed. 
· Provide a full range personal assistance to the two Managing Directors and responsible for the execution of secretarial duties, management and organization of Director’s office. 
· Manage, organize and maintain MD’s time calendar, scheduling and reminding appointments. 
· Fix appointments, make necessary arrangement for meeting and ensure availability of appropriate personnel’s for the meet as per schedules time and place. 
· Prepare correspondence and documents as directed by the Managing Directors. 
· Manage and keep tract of the account details of all the Real Estate Properties of the Company. 
· Develop a data filing system (hardcopy and softcopy) for safe keeping of all the company files and confidential records in an easy retrievable filing structure. 
· Liaisons with internal departments, subsidiaries, bankers, lawyers and government offices. 
· Prepare Visa Applications for the Managing Directors and arrange travel requirements, hotel and ticket bookings, and transportation; compile documents for same. 
· Maintain database, visiting cards, address, telephone numbers etc. 
HR / Administrative Duties
· Maintain strict confidentiality of all personal accounts and information. 
· Organize and updates staff Files and records of Staff Annual Leave/Sick/Casual Leave on the system. 
· Ability to perform public relation activities such as preparing the necessary documents for visa applications. 
· Manage regular office work; deal with the admin supervisor for decision making/problem solving issues and related matters. 
· Arrange trip requirements for the Staff going away for vacation. 
· Provides general administrative support to newcomers. 
· Participates as a team member to provide input into departmental processes 
· Arrange / manage medical insurance for the staff and update claims forms and employee cards information, according to office manager instructions as needed. 

	
	Position Held:
	Secretary /Admin. Assistant
	

	
	
	
	

	
	
	Public Employment Service Office(PESO)-Mayor’s Office
	

	
	
	City Government of Digos
	

	
	
	Digos City, Philippines
	

	
	
	
	

	
	Period of Employment:
	4th March 2002 to 5th June 2010
	

	
	
	
	

	
	
	Public Employment Service Office(PESO) is a non-fee charging multi-employment
	

	
	
	service facility  and a community based organization. It is maintained largely by
	

	
	
	local government units (LGUs) and a number of non-government organizations
	

	
	
	(NGOs) or community-base organizations (CBOs) and State Universities and
	

	
	Brief Company Profile:
	Colleges(SUCs).
	

	
	
	It is under the supervision of the office of the City Mayor. It provides a venue where
	

	
	
	
	

	
	
	people could explore simultaneously various employment options and actually seek
	

	
	
	assistance they prefer as well as network with other PESOs within region on
	

	
	
	employment job exchange purposes.
	

	
	
	
	



Duties and Responsibilities:
· Responsible for daily communications including maintenance of calendar and appointments for the manager. 
· Dealing with incoming & outgoing calls, emails and faxes and often corresponding on behalf of the manager. 
· Responsible in preparing documents for regular meetings, taking minutes, handling clients’ requests and complaints. 
· Solicit job vacancies for local and overseas employment from different agencies and companies 
· Interacts with multiple customer groups such as job applicants, local companies and recruitment agency representatives as well as foreign employers who will be conducting recruitment activity in the city. 
· Facilitate livelihood trainings to be conducted by different partner agencies of the office. 
· Prepare monthly report to be submitted to different partner agencies. 
· Facilitate the Pre Employment Overseas Seminar to those applicants seeking employment in a foreign country. 
· Maintaining office systems including data management and filing and handle confidential information with discretion. 
· Manage receipt, distribution and dispatch of incoming and outgoing courier documents or packages to and from the company and update records accordingly. 
· Occasionally travelling with the manager to take notes and provide general assistance during presentations. 
· Attend trainings and seminars in the absence of the Manager. 
· Provide clients with adequate information on employment and labor market situation in the area. 
· Assess job applicants before referring them to different available job vacancies. 
· Responsible for the purchase of products and services in the organization. 
· Contacts suppliers for price quotes and prepares requisitions. 
· Follows purchasing procedures and regulations; maintains purchasing records. 
· Contacts vendors or agency representatives to obtain availability and product information or to solicit bids; develops requests for quotations; and confers with vendors concerning new products, delayed payments or related information. 
· Prepare Payroll for the Special Program for the Employment of Students. 
E D U C A T I O N A L  C R E D E N T I A L S
	DEGREE EARNED:
	Bachelor of Science in Commerce major in Business Administration

	
	
	Cor Jesu College, Philippines (June 1996 – March 2000)
	

	
	
	
	

	
	T R A I N I N G S
	&S E M I N A R S
	

	
	

	Basic Customer Service Skills  (Civil Service Commission, Davao City)
	Apr.l 13, 2010

	Labor Market Management Training  (DOLE XI, Davao City)
	Nov. 25-28, 2009

	PESO Year-End Performance Assessment(DOLE XI, Marco Polo – Davao)
	Dec. 18-19, 2008

	Training Program on Planning & Managing Community Based Training(TESDA XI)
	Jul.  21-25, 2008

	PESO Year-End Performance Assessment & Stratigic Planning(DOLE XI)
	Dec. 11-12, 2007

	DOLE Regional Advocacy on |Data Quality Assessment System(DQAS) (DOLE XI)
	Nov. 14, 2007

	12th Mindanao Quality & Productivity & Quality Congress
	Oct. 11-12, 2007

	Orientation on the SPES ATMization (DOLE XI – Davao City)
	Apr. 11, 2007

	User’s Training on New Phil-Jobnet & its Offline Facility (DOLE XI – Davao City)
	Sept. 5, 2006

	Self Employment Assistance Program(SAP) Forum for Persons with disabilities
	Jul. 17-18, 2006

	Training on Capacity Building on Labor Market Information (DOLE/BLE–Misamis)
	May 10-12, 2005

	
	
	
	

	
	
	P E R S O N A L  D A T A
	

	
	
	
	
	

	Date of Birth
	:
	September 24, 1979
	
	

	Civil Status
	:
	Married
	
	

	Nationality
	:
	Filipino
	
	

	Height
	:
	5’2”
	
	


