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AREAS OF SPECIALIZATION
· Administration Management

· HR Management
· Marketing

· Secretarial/ Executive Assistance
· Sales/Retail Management
· Public Relation/Facilitation
· Guest Relation/Facilitation
· Event Organizing/Facilitation
· Training/Seminars Facilitations

· Proficient in Computer application

· Program Planning and Project Management 
· Documentations

WORK HISTORY
DAR OPTICS GROUP
Gold and Diamond Park Building, Sheikh Zayed Road, Dubai

Job Description: Administrative Assistant/HR Assistant

Date Started: July 2014 till date (contract status: UNILIMITED)
Duties and Responsibilities:​​​​​​​​​​​​​

· Preparing communication letters and memo.

· Receive communications from the staff of the region and coordinate with the regional director for   the appropriate response.

· Arrange trainings and meetings for the region based on the instructions of the regional director and HR Department.
· Prepare the documents for the renewal of licenses, permit for promotions, municipality inspections and mall management approval.
· Conducting and setting an Interview/screening for the job applicant.

· Filing for the HR and Admin Department.
· Preparation of shop schedule and monitor the attendance of the staff.

· Arrange promotional materials for the shop communicate with printing company and make sure that all materials are up on the day of the promotion and removed after the promotions.

· As insurance coordinator, I manage the smooth transactions for insurance accounts signed by the company.

· Inventory: contributing largely to a fresh approach in inventory management where all stock checking will not only be done quantity-wise, but model-wise. 

· To work with IT and Purchase Department to make sure that inventory management is as accurate as possible.

· To regularly coordinate with all Branch manger’s on the movement of all brands and models in the shop and if they have requirements for replenishment or need to see new stock list of items.

· Maintain files of the region including:

· Shops files

· Permits for promotion

· Licenses

· Agreements with Companies, accommodation etc.

· Control of trade licenses and other government documents for Dubai and NEM.

· Manage the following staffs:

· PRO 

· Maintenance

· Drivers

· Leave Management for Dubai and NEM Staff

· On boarding (Orientation) of new staff under Dubai and NEM

· Scheduling and managing meetings

· Daily productivity report of staff (sales contribution and monitoring)

· Assist in the shops; check the sales, setting the target in the shops and sales managing.

· Making sure the shops are having stocks all times and identifying the needs of the shops.

· In Marketing I handled the following:

· Planning for the marketing strategy such as promotions, social media, and etc.
· Securing permits for promotions. 

· Preparing and coordinating for the promotional materials to be put and to be removed after.

· Updating facebook page and customer data base.

· Meeting with the suppliers to discuss new products to be launch and endorse.
· Attending to customer concerns and trying to fix their concerns as part of customer service.
NOOR INTERNATIONAL PERSONNEL SERVICES, INC.

Leon Guinto St., Malate Manila

Job Description: Secretary/Recruitment Officer

Date Started: May 10, 2012 to May 2014
Duties and Responsibilities:
· Preparing communication letters and receiving all communication letters.
· Taking all minutes of meeting and preparing and updating it directly to the boss and other departments.
· Arranged meetings and conferences. Preparing calendar management for my boss.
· Preparing Itinerary and arranges booking of travel for my boss.
· Preparing documents needed by my boss for the company and his travel.
· Responsible to accomplish specific activities assigned. This will involve undertaking initial phase of hiring and selection and undertakes additional jobs related assigned related to this function. Sourcing applicants will be his first priority.
· Conducts interview on pre-qualified applicants.
· Updates general operation on the status of the projects as often as necessary. Generates reports when necessary.
· Prepares a weekly, monthly quarterly status reports of a per projects accomplishments.
· Formulate plans and budget share in the accomplishment of the manpower requirement.
· Discuss recruitment policies with superiors to ensure effectiveness of selection techniques and recruitment program.
· Accommodate employer visit and undertakes tasks in preparing logistics and applicants during employer’s interview.
· Prepare job descriptions and letter of offers.
· Preparing communication letters.
· Undertakes other activities that may be assigned.
· Calling and typing of CV’s for line-up applicants.
ARTS, CULTUERE TOURISM AND SPORTS PROMOTIONS UNIT

Office of the Governor

Provincial Government of South Cotabato

Job Description: Program Assistant

Date Started: August 16, 2011 to March 30, 2012
Duties and Responsibilities:
· Provides administrative support and clerical work. Prepare communication letter and memo.
· Involved with the coordination and implementation of office procedures and frequently have responsibility for specific projects and tasks and, in some cases, oversee and supervise the work of junior staff.
· Assisting and facilitating the guest whenever they visit the tourism office.

· Facilitates different programs of the tourism office such as workshops, congress and summit in relation to the promotions of the arts, culture, tourism and sports.
· Assisting in the coming of the tourists and bringing them the top tourist spots of the province.
· Coordinates in other government sectors and agencies and business sectors  in relations to the participation in the programs on the governor and in the tourism office.
TRADE AND INVESTMENT PROMOTIONS CENTER
Provincial Planning and Development Office – ProTech Center

Provincial Capitol of South Cotabato

Alunan Avenue, City of Koronadal
Job Description: Trade and Investment Promotion Assistant
Date of Entry: July 1, 2007 to August 15, 2011
Duties and Responsibilities:
· Assisting the guest and visitors in different events.

· Provides administrative support and clerical work. Prepare communication letter and memo.
· Involved with the coordination and implementation of office procedures and frequently have responsibility for specific projects and tasks and, in some cases, oversee and supervise the work of junior staff.
· Manage the “Pasalubong Center” and maintains the availability of the South Cotabato “pasalubong center” products at the Center; and conduct inventory and sales management.
· Tour guiding clients and visitors to the Pasalubong Center where they can find local products.

· Provides assistance to entrepreneurs, food producers and processors in promoting their products in the Center;

· Handles the Small and Medium Entrepreneurs (SMEs) to find market and help them to have product development and enhancement.
· Organizing yearly events such as Regional Industrial and Agri-Trade Fair for the T’nalak Festival, October Fest, Kawayan Festival and December Fest; coordinates different sectors and exhibitors for the participations of the events.
· Facilitates the conduct of Training Workshops conducted by DOST, DTI & TESDA;

· Organized and Coordinates with other agencies in relation to the participation in the Trade fair, Investment Promotions programs and training workshops/seminars. 

· Facilitates in the conduct of Mobile Pass porting and Trade Fairs.
· Facilitates and handled the talents of South Cotobato Quest for Singing Sensation.

Ms. Kawit is an events coordinator at the same time an event organizer such as Festivals, Trade Fairs and exhibits. She also often goes with the visitors and guest in the events. She is the training facilitator and coordinator at the South Cotabato Productivity and Technology Center. She handled different activities and she has been molds in events organizing; and facilitates different training workshops with their partner agencies like DOST, DTI and TESDA and facilitated Mobile Pass Porting. Through her experiences in the field of her work, she has been assigned as Event Coordinator and Training Coordinator in her office.
Congressional Intern 

Congressional Internship Program for Young Muslim Leaders (CIPYML)

House of Representatives 

Batasan Hills, Quezon City

August to December 2006

A program funded by the US Agency for International Development (USAID) for the Growth with Equity in Mindanao, in partnership with Mindanao State University (MSU), the Mindanao Economic Development Council (MEDco), the University of the Philippines – National College of Public Administration and the House of Representatives.

The Congressional Internship Program for Young Muslim Leaders (CIPYML) provides a four-month program in the House of Representatives and an introductory Governance Course at the campus of Mindanao States University (MSU) in Marawi. The program offers qualified young muslim professionals from the Autonomous Region in Muslim Mindanao (ARMM), and other conflict-affected areas in Mindanao with opportunities to acquire hands-on training experience in legislation and policy formulation.  

As an intern, Ms. Kawit has gained experienced in national policy formulation and governance, practical knowledge, skill and perspective on policy development, policy analysis and advocacy, program and project planning and management, and the opportunity to interact with members of the House of Representatives, the senate and other leaders. 

Ms. Kawitwas assigned in the Committee on Information Communication Technology at the House of Representatives, she has undergone a lot of trainings on legislations, policy formulations and governance, she also handled and assisted committee hearings; done minutes of meeting, fact sheets and spot reports.   
OTHER QUALIFICATIONS

Ms. Kawit is hard working, perspective and patient and is proficient in Microsoft Office applications, specially MS Word, MS Power Point, MS Publisher, and MS Excel.

She can speaks English fluently and speaks basic Arabic too. She is good in handling people and manage to work independently. 

She is trained in Technology of Participation (ToP), a facilitation technique used in discussions, workshops, and action planning; and in Appreciative Inquiry, which comes out of a body research that shows how positive images can lead to positive action. Professionals in the field of Organizational Development have used these approaches. 

She has taken a special course on Public Policy Development, Analysis and Advocacy and Policy Research at the Center for Policy and Executive Development, National College of Public Administration and Governance (NCPAG) at University of the Philippines (UP), and satisfactorily completed all trainings and seminars, pertinent to the program. 
EDUCATIONAL ATTAINMENT:
College: 
Bachelor of Science in Information Technology (B.S.I.T.)


Notre Dame of Marbel University


2001-2006

Secondary:                  Notre Dame of Norala


PoblacionNorala, South Cotabato


2000-2001

Elementary:
Notre Dame of Norala


PoblacionNorala, South Cotabato


1996-1997
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