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Position Applied:  Admin.Asst./ Executive or Personal Asst./ Secretary/Accounts 
OBJECTIVE:


To obtain a position as Administrative Assistant utilizing my exceptional skills in an environment conducive to mutual growth and development.

CORE KNOWLEDGE:
· Proficient in Microsoft Office applications

· Fast learner 

· Proficient in both English and Filipino spelling and grammar

· Excellent verbal and written communication skills
PERSONAL ATTRIBUTES:
· Accuracy

· Excellent Organizational Skills

· Confidentiality

· Planning and Time Management

· Deadline oriented

· Initiative

· Reliability

· Stress Tolerance

· Customer Service Orientation

· Willingness to work in a flexible schedule and high workload

· Ability to work independently and a good team player

· Ability to immediately adapt in any working environment

· Ability to effectively communicate with staff at all levels of the company

· Demonstrate exceptional interpersonal skills.
WORK EXPERIENCE:
1. PLATINUM REAL ESTATE

Reem Residency Building

Karama, Dubai, UAE

+974-4-334-4432 

December 10, 2014 to June 07, 2015
ASSISTANT ACCOUNTANT (Temporary Staff)
· Send notices for renewals based on RERA Calculator and arrange the details of check payment and other charges
· Prepare monthly report for the post dated cheques on hand and monitors bouncing cheques
· Maintain the Payment Database and Receivables
· Prepares Contracts for the Renewals
· Makes Bank transaction and communications 
· Assist clients for their needs and concerns
· Process payroll (wps) thru Al Ansari exchange
2. ST. ROSE COLLEGE EDUCATIONAL FOUNDATION INC.

     Paniqui, Tarlac, Philippines

     Tel. No. (+63) 45 931-1162     email: srcefi@gmail.com

    2009 to Oct 2014   
   

OFFICE ADMIN, Office of Student Affairs and College Instructor 
· Serves as an Executive Assistant of the School President on all student affairs such as records and files, from academics, extracurricular matters up to the problems and concerns. 

· In charge of the formulation and implementation of different student programs and activities, oversees and responsible for efficient and effective execution of different institutional programs and policies concerning students and coordinates with various departments of the school, other educational institutions and government agencies for student affairs and activities.

3. AL SANBOK Restaurants Trading


PO Box 3919 Al Khobar 31952 Saudi Arabia


E-mail: acc@sanbok.com


2005 to 2009
ADMINISTRATIVE and HOST/WAITER
· As ADMINISTRATIVE personnel, formulate and arrange the necessary activities for reservation and parties, prepares monthly sales, inventories and incident reports and communicate the same with the OPERATIONS MANAGER and with different suppliers and stakeholders of the restaurant.

· And as a HOST handles reservations and service inquiries from different guests and clients, in relation to these also attends to simple customer complaints and suggestions. Also participates in monthly assessment and planning of restaurant performance, events, activities and formulating new programs to achieve service excellence.

4. CIT COLLEGES .

     Paniqui, Tarlac, Philippines

      Oct 2001 to Feb 2005
COLLEGE INSTRUCTOR and  Student Council Adviser
5. HEINZ-UFC Philippines Inc.(Production Company)
Thru Prestige Manpower and Services, Inc.

April 7 to August 15, 2001

QUALITY CONTROL AIDE

· Controls the proper handling of the production process and ensures the primary ingredients in the manufacturing are in precise grams and assists in assuring that the deliveries of raw materials are in excellent conditions and conforms the required specifications.
EDUCATIONAL BACKGROUND: 





TERTIARY

· Central Luzon State University


Munoz, Nueva Ecija, Philippines

BACHELOR OF SCIENCE IN BUSINESS ADMIN.


Major in Economics, Minor in Management


1996 to 2000
· MASTERS IN MANAGEMENT (Unit earner)


Tarlac State University (2003)
SEMINARS AND TRAININGS ATTENDED:
1. LEVELLING UP FOR CHANGE TOWARDS ASEAN INTEGRATION

Philippine Association of Administrators of Student Affairs

Raven Resort, Abucay, Bataan, Phil.    (Feb. 05-07, 2014)
2. LAWS AND ETHICS FOR RESPONSIVE CAMPUS ENVIRONMENT

Philippine Association of Administrators of Student Affairs

Pampanga Agricultural College, Magalang, Pampanga, Phil. (February 1-3, 2012)
3. BASIC FOOD HYGIENE COURSE

By:  Boecker Public Health International 

La Gondola, Al Khobar, KSA  (March 2006)
4. CUSTOMER SERVICE EXCELLENCE

La Gondola, Italian Restaurant (Al Sanbok Outlet), KSA
December 2005
HONORS AND AWARDS RECEIVED:

1. CUSTOMER SERVICE EXCELLENCE

La Gondola, Italian Restaurant ( Al Sanbok Outlet), Kingdom of Saudi Arabia
December 2005
2. EXCELLENCE IN TEACHING AWARD
St. Rose College Educational Foundation Inc.

School Year 2009 – 2012
3. GUEST SPEAKER
Commencement Excercises and Recognition

Ridgemore Academy

March 29, 2010

ORGANIZATIONS AFFILIATED:
1. Philippine Association of Administrators of Student Affairs

Region 3 Chapter

Member

PERSONAL DATA:
Birth date:

March 12, 1979

Age


36 year old
Civil Status:

Married

Nationality:

Filipino

Other SKILLS:
MS Office, Excel and Dbase, Power point
Trainers Methodology, Technical and Skills Development Authority (TESDA) 

Availability:

Immediately
Reference Person:
To be provided upon request.
I hereby certify that the information above is true and correct to the best of my knowledge.
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