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Profile Summary
A professional and holder of degree in Bachelor of Arts major in Consular and Diplomatic Affairs/Foreign Service with a diverse experience in various roles. I developed wide range of skills and talents as a result of working and exposure to multinational environment. I learnt how to work with diverse people and be an efficient team player and deliver leadership skills.
Seeking a role in a field where my skills in Management, Customer Service and Research/Planning will be utilized to contribute to Organization’s Goals and which would provide excellent opportunities for Career Advancement and Personal Growth.
Educational Qualifications
	Certificate/Degree
	Place of Issue
	Date of Issue
	

	Bachelor of Arts major in
	De La Salle – College of Saint Benilde
	2013
	

	Consular and Diplomatic Affairs
	(Manila, Philippines)
	
	

	
	
	
	

	Bachelor of Science in
	EARIST CC
	
	

	Business Administration major in
	
	2010
	

	
	(Manila, Philippines)
	
	

	Operational Management
	
	
	

	
	
	
	


Professional Experience
Executive Assistant to Managing Director
NAS Star General Trading Co LLC, February 2014 - Present
Blue Tower, Sheikh Zayed Road, Dubai, United Arab Emirates
· Managing the day-to-day operations of the office 
· Organizing and maintaining files and records 
· Planning and scheduling meetings and appointments for Managing Director 
· Preparing and editing correspondence, reports, and presentations 
· Making travel and guest arrangements 
· Providing quality customer service 
· Using a range of office software, including email, spreadsheets and databases 
· Implementing new administrative systems, such as record management. 
· Maintaining the condition of the office and arranging for necessary repairs. 
· Includes typing the agenda and taking minutes, for senior managers. 
· Research and build relationships with new clients. 
· Attend industry functions, such as association events and conferences. 
· Performs other related duties as assigned. 
Trade Assistant, Food Team
Department of Trade and Industry - Center for International Trade Exposition and Mission, 2013 Gil Puyat, Manila, Republic of the Philippines
· Execute specific trade activities in an effectively and efficiently manner 
· Coordinate research and provide constructive feedback to the trading firm 
· Schedule and handle meetings between traders, suppliers and customers 
· Perform administrative duties such as maintain file records, update trading database. 
· Handle trading documents and materials, order and maintain office supplies 
· Study and evaluate internal and external market behaviors that could affect trading activities 
· Evaluate market risks and identify new business opportunities 
· Establish and maintain long-term relationships with business partners and company staff 
Computer Laboratory Associate
DLS – CSB Information Technology Department, July 2011 – January 2013
Malate, Manila, Republic of the Philippines
· Provides Tier 1 support to students, faculty, and staff. 
· Relays questions to Tier 2 support when necessary. 
· Ensures that all equipment is treated with proper care and is not removed w/o authorization. 
· Logs equipment damage and malfunctions with management. 
· Records required statistical information for reporting purposes. 
· Provides assistance and support for printers, computers, and other equipment. 
· Performs other related duties as assigned. 
Trainings, Recognitions and Affiliations
· Corps of Diplomats Committee Member from 2010 - Present 
· Outstanding Volunteer of Pangarap Foundation Incorporated 2012 
· Academic Scholarship of Benildean Hope Grant, DLS - CSB 
· Philippine Model United Nation 2010, World Health Organization, Delegate of Sri Lanka 
· Philippine Model United Nation 2011, Economic and Social Council, Delegate of Ghana 
· Philippine Model United Nation 2012, General Assembly, Delegate of Switzerland 
· Event Organizer, Manila Fame International 2013, SMX Convention Center, Philippines 
· Event Organizer/Secretariat, APEC Business Advisory Council 2013 
· Event Organizer/Secretariat, APEC Small Medium Enterprises (SME) Summit 2013 
· World Vision International, Philippine Volunteer 
· Skills for Life Seminar/Workshop 2013 by Pangarap Foundation Inc. 
· Practicum Preparation Seminar Workshop by De La Salle – College of Saint Benilde 
· Valedictorian of Class 2004 
Key Skills
· Language Skills: Fluency in English and Filipino. Basic Spanish 
· Multicultural Sensitivity and Awareness 
· Good Organizational and Interpersonal Skills 
· Research and Planning Skills 
· Communication and Human Relations Skills 
· Flexible and Amenable to shifting schedule 
· Team Player and Leadership Skills 
· Computer Skills: Proficient in Microsoft Office, Internet Applications & Troubleshooting 
· Point of Sale, Accounts Reports & Inventory Software 
Personal Details
Date of Birth   : March 9, 1992
Nationality
: Filipino
Marital Status  : Single
Residency
: Dubai, United Arab Emirates
Character Reference
References will be supplied upon request.
