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PERSONAL INFORMATION
Civil Status:
Single
Sex:
Female
Birthday:
September 02, 1980
Citizenship:
Filipino
Language:
Tagalog/English
Visa Status:
Free zone (DMCC) Visa
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STRENGTH & SKILLS
· Computer literate in MS Suites such as MS Word, Excel, PowerPoint etc. 
· Administration 
· Procurement 
· Project Planning 
· Spreadsheets and databases 
· Sales and fashion design 
· PhotoScape photo editor 
· Have interpersonal skills and excellent written and oral communication skills 
· Patient, self- motivated team player, goal-oriented excellent in handling pressure 
· Dependable, efficient and can work under minimal supervision 
· Commendable work attendance and availability 
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EDUCATION
Far Eastern University Manila, Philippines
Bachelor of Science Major in PSYCHOLOGY (June 1997 – April 2001)
School Documents: Attested and Certified
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WORK EXPERIENCES
I. ADMINISTRATIVE OFFICER January 2015 – Present ESTHETIC SOLUTIONS DMCC 
I was responsible for company administration reporting to the directors. My duties included; 
· Preparing all outgoing correspondence, such as letters, invoices, purchase orders 
· Document control including incoming and outgoing correspondence registers 
· Maintaining Internal Records including general databases and logs 
· Preparation of Reports for Office and Director Expenses, Daily Tasks 
· Company Credit Control; logging incoming and outgoing invoices, preparing Client's Statement of Accounts 
· Attending Director's meetings, taking minutes and preparing minutes of meetings 
· HR Duties; Liaising with free zone authority to process employee visas and medical insurance 
· Responsible for company stock which required stock checks, keeping and maintain records and re-ordering replacement stock 

· Organizing product permits which included the applications to DM and ongoing liaison to obtain permits 
· Preparing and organizing importation permits 
· General Office receptionist duties including welcoming clients and communications 
· Includes receptionist work, including answering telephones and greeting clients in person 
AI. ADMINISTRATION / PA / SECRETARY July 12, 2008 – March 1, 2014 
SALINI/TODINI COSTRUZIONI GENERALI S.p.A. Dubai Branch 

A.  Admin. Secretary and Secretary to Project Director
· Responsible in preparing all outgoing correspondences 
· Handle incoming correspondence 
· Overall control of all company documents and Maintaining databases 
· Receptionist work, including answering telephones and greeting clients in person 
· Maintaining job files and correspondence, sending drawings and tracking all documentation including RFIs 
· Ensure that all corporate documents are well checked and submitted on time prior to the documents submission due date 
B.  General Services Department Secretary
· Preparing and arranging business meetings as well as travel and hotel requirements for the Project Director 
· Preparing all documents, reports, files and documents for Project Director perusal and information 
· Assists Project Director in sending correspondence, checks and answers his email as per his instructions 
· Screens all his calls and takes note of all his messages 
· Keeps his files and confidential information. Maintain a systematic filling 
· Forward original Invoices received to Accounts department 
· In charge in preparing Expense Report, car rental report,(General Services Department) 
· Prepare correspondence/letters, contracts agreement on TODINI letter head 
· Assist the manager with tenancy contracts and General Services related 
· Company travel coordinator, responsible for all staff flight bookings 
· Coordinate regarding transportation services 
C.  Purchase Department Secretary
· Over all in charge in preparing and issuing Local Purchase Order (LPO) to Suppliers (material request related) 
· Coordinate to the accounts department regarding LPO with RDA & ODA 
· Maintain files, inventory records organized and available as necessary 
· Assisting Contract and Utility Dept. in clerical works 
· Preparing Concrete Program Request 
· Preparing Inquiries and receive Quotation 
· In charge in preparing Expense Report (Purchase Department) 
· Preparing correspondence/letters. 
· Assisting the Contract and Utility Dept. for clerical works. Maintain a systematic filing system. 
D.  Admin. Secretary
· Preparing and arranges site meetings 
· Preparing all documents, reports, files and documents as required. 
· Travel coordinator for the company. Responsible for all the flight bookings of all TODINI staff 
· Preparing all LPOs for site and consumable items required. 
· Preparing Concrete Program Request 
· Updating time sheets for all staff 
BI. SECRETARY to Managing Director October 1, 2006 – May 2008 
MEDISKY Engine & Turbines Services LLC (Oil & Gas) 
· Assisting the MD in handling his day-to-day schedule 
· Prepares and arranges his business meetings as well as his travels and hotel requirements. 
· Prepares all documents, reports, files and documents for his perusal and information 
· Keeps files of his bank and credit cards statements as well as his life/car insurance records. Sends correspondence, checks and answers his email 
· Screens all his calls and takes note of all his messages 
· Assists him in sending correspondence, checks and answers his email as per his instructions 
· Prepares and arranges his business meetings 
· Provides him all the necessary papers/documents he needed for the day 
· Keeps his files and confidential information 

IV.
VISUAL MERCHANDISER
September 2005 – September 2006
PARIS GROUP
Sharjah, UAE
· Conceptualize and create visually appealing displays inside and outside of a store to draw in business, showcase items, introduce new items, create a positive store image and increase revenue. We create and maintain merchandise presentation geared to attract customers and encourage sales. We, visual merchandisers make sure that the company’s style and image is brought to the attention of customers. 
V. PSYCHOMETRICIAN & Clerical Works March 15, 2004 – March 22, 2005 WESTPOINT DIAGNOSTIC CENTER Camp Crame Quezon City, PHILIPPINES 
· Conduct psychological tests which can be written, visual, or verbal evaluations administered to assess the cognitive and emotional functioning of children and adults. 
· Conducting evaluation and interpretation of neuro testing. 
· Maintain files, inventory records organized and available as necessary 
· Assistant Admin. Secretary 
· Receptionist 

VI.
PSYCHOMETRICIAN & Clerical Works

June 2001 – June 2003
CROMWELL / ROCKWELL NEURO PSYCHIATRIC CENTER
Camp Crame Quezon City, PHILIPPINES
· Conduct psychological tests which can be written, visual, or verbal evaluations administered to assess the cognitive and emotional functioning of children and adults. 
· Carrying out evaluation and interpretation of neuro testing. 
