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To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
Career Objective :
To seek a position where utilization of skills may be applied in the field of business administration. To succeed in an environment of growth and excellence and earn a job which provides me job satisfaction and self development and help me achieve personal as well as organization goals. To seek challenging assignment and responsibility, with an opportunity for growth and career advancement as successful achievements.
Personal Information :

           
Date of Birth
:
September 14, 1979


Place of Birth
:
Manila, Philippines

Civil Status
:
Married

Sex
:
Female


Height
:
5'


Religion
:
Catholic


Languages Spoken
:
Filipino and English

Visa Status
:
Visit Visa
Educational Background :


College


:
Adamson University




Bachelor of Science in Business Administration




Major in Management




San Marcelino St, Ermita, Manila, Philippines



[ Year Graduated  :  March 29, 2000 ]
Qualifying Skills :
· Has knowledge in Microsoft Office (Word & Excel), Windows NT/XP/Vista.
Seminars Attended :

· Elementary Food Hygiene, November 2006, Emirates Flight Catering, Dubai, UAE

· Introduction to Windows and Internet, December 2001, Quorum Lanier Philippines, Inc.

Work Experience :

Position
 
:
RECEPTIONIST
Date

:
January 2013 – March 2015
Company
:
Amdatex Las Pinas Services Incorporated



Las Pinas City, Philippines

Job Description:
· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.

· Directs visitors by maintaining employee and department directories; giving instructions.

· Maintains security by following procedures; monitoring logbook; issuing visitor badges.
· Maintains telecommunication system by following manufacturer's instructions for house phone and console operation.
· Maintains safe and clean reception area by complying with procedures, rules, and regulations.
· Maintains continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.
· Contributes to team effort by accomplishing related results as needed.

Work Experience :

Position
 
:
BUSINESS PROCESSING ASSOCIATE
Date

:
August 2011 – December 2012
Company
:
Amdatex Las Pinas Services Incorporated



Las Pinas City, Philippines

Job Description:
· Directly communicates with our USA clients either through conference call or email. 
· The primary and basic duty is to manage all the daily tasks and work of the BPA
· He or she has the duty to discuss every complicated mater with the supervisors, team leaders, people in charge, and other professionals effectively to settle the important issues.
· He or she has to work for lessening the number of mistakes or errors so has to monitor day to day activities.
· Maintain the confidentiality of office related information.
· He or she needs to set the effective goals aiming for better quality, escalating sales, high speed and efficiency.
· It is the major responsibility of a person is to keep abreast and thorough knowledge of developments in industry.
· The person should be an excellent communicator and so should have skills both verbally and written.

· He or she should necessarily have excellent basic computer knowledge.
· He or she should be able to adapt to perpetual changes in BPA sector.
· The person needs to be very patient and motivated towards the work.
· He or she should be very clear about the technical skills and related area.
· The person needs to have required knowledge regarding the current market setting.
· Maintain accurate record of business transactions and document analysis.

· Reports to Team Leader and coordinates with business unit abroad (USA client) for work assignments.
Position
 
:
OFFICE STAFF cum SALES CLERK
Date

:
May 2009 – July 2011
Company
:
Enny Monaco - Italian Silver



Paranaque City, Philippines

Job Description:
· Greet visitors and answer telephone calls.
· Receives and sends emails.
· Responsible for keeping the files organize.
· Maintain the confidentiality of office related information.
· Maintain calendar and schedule appointments such conferences and meetings.
· Manages office supplies.
· Responsible in making correspondence as directed and reports.
· Maintain office filing and storage systems.
· Update and maintain databases such as mailing lists, contact lists and client information.

Position
 
:
CATERING ASSISTANT
Date

:
November 2006 – November 2008

Company
:
Emirates Flight Catering




Dubai International Airport, Dubai, United Arab Emirates
Job Description:
· Provides in-flight catering and support services for various airline meals at Dubai International Airport.
· Ensures timely serving and proper presentation of food and beverages serving to passengers.
· Maintains the cleanliness of the working place at all times.
· Makes it sure that the food to be serve is fresh.
· Responsible in meeting the food service standards given by the clients or customers.
· Observes proper food hygiene in the operation.
Position
 
:
SECRETARY cum RECEPTIONIST
Date

:
March 2006 – October  2006
Company
:
ProBike




Al Qouz, Dubai, United Arab Emirates
Job Description:
· Answers telephone, screens callers, relays messages, and greets visitors.
· Provides routine clerical and secretarial assistance, including correspondence and filing.
· Operates office equipment such as fax machine (incoming and outgoing) and calculator.
· Files in alphanumeric order and locates material from files.
· Operates personal computer to access e-mail and other basic office support software.
· Types routine correspondence and reports using personal computer.
· Prepares and files customer’s invoice/receipt.
· Manages office supplies.
· Assist with event planning and implementation

· Update and maintain databases such as mailing lists, contact lists and client information

· Coordinate messenger and courier service.
· Maintains supplies by checking stock to determine inventory levels; anticipating requirements; placing and expediting orders; verifying receipt; stocking items; delivering supplies to work stations.
  Position
:
 DATA CONTROL CLERK (DATA ENTRY OPERATOR)
Date

:
January 2003 – April 2004

Company
:
ADEC Solutions Inc.



Las Piñas City, Philippines
Job Description:
· Ensures the completeness and appropriateness of documents before transmission.
· Compares source documents to information on computer to detect errors and ensures conformity to established policies and procedures.

· Maintains a variety of data control logs to track flow of work through department.
· Responsible in tracking the office supplies needed in the department.

Position

:
DOCUMENT ANALYST (DATA ENTRY OPERATOR)
Date

:
August 2001 – January 2003

Company
:
Quorum Lanier Philippines Incorporated



Mandaluyong City, Philippines
Job Description:
· Analyzes legal documents on which will be code and not.
· Interprets data from source documents accurately into computer readable form in accordance with the project requirements.

· Scans and/or reads litigation documents and accurately key-in designated information in accordance with the established project conventions to produce information that will form part of an electronic.
Position

:
FORMATTER (DATA ENTRY OPERATOR)
Date

:
June 2000 – April 2001

Company
:
Innodata Philippines Incorporated




 Makati City, Philippines
Job Description:
· Interprets data from source documents accurately into computer readable form in accordance with the project requirements.

References shall be furnished upon request.
