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PROFESSIONAL EXPERIENCE
King James Catering & Events

Fairview Quezon City Philippines
Events coordinator
Feb 10, 2014 – July 30, 2015
· Coordinate details of events such as conference, weddings, birth days, anniversary etc.

· Calculate budgets and ensure they are adhered to.

· Book talent, including musicians, bands, and disc jockey

· Select chefs or catering companies to prepare food for event.

· Sample food and select dishes for menus.

· Visit venue to plan layout for seating and decorations.

· Schedule speakers, vendors and participants.

· Coordinate and monitor event timelines and ensure deadline are met.

· Initiates, coordinates and/ or participates in all efforts of to publicize event.    
· Edit and design promotional materials.

· Prepare presentation.

· Negotiate and secure event space.

· Work with printer and designer to develop event invitations.
· Create invitee list.

· Send out invitation and manage RSVP list.

· Hire staff to manage the event.

· Manage correspondence.

· Coordinate events logistics, including registration and attendee tracking, presentation and material support.
· Keep inventory of backdrops, computers, and other display materials.
Intelligent Business Technologies LLC

P.O Box 124372, Dubai U.A.E

Secretary / Receptionist

Office Administrator

Accounts & Purchasing

March 9, 2010 – May 5, 2013
· Handles the internal business operation 

· Word processing of letters, memos, agenda & reports

· Personal assistant to the Managing Director
· Human Resources
· Managing Reception

· Answer incoming & outgoing calls

· Filing of documents
· Making LPO, Invoice, Delivery order (for supplier & customers)
· Taking quotation from the supplier

· Handles Peach Tree Accounting system 

· Payment adjustment 

· Purchasing computer products & office stationeries 
· Maintaining office equipment such as printers & photocopiers

· Preparing cheque for the suppliers 
· Payment & delivery follow-up 

· Handles petty cash 

· Visa processing 

· Making daily schedules for the company Engineers 
· Opening bank accounts for all of the employees
· Making monthly salary sheet / Accounting 
· Handles bank payments, DEWA & Telephone bills. 

· Process tenancy & licenses renewal 

· Composes and provides a draft view of documents to be submitted for approval to the General Manager
ARCO Electro Mechanical L.L.C

P.O Box: 35678, Dubai U.A.E

Secretary / Receptionist

July 26, 2008 – June 12, 2009
· Dealing with internal and external correspondence 

· Word processing letters, memos, agenda, presentations and reports 

· Monitoring stationery supplies and reordering stocks when necessary 

· Maintaining office equipment, such as printers, computers and photocopiers 

· Answering the telephone providing switchboard coverage while providing front desk support to clients and visitors. 

· Setting up and maintaining filing systems and updating database 

· Manage several projects at any one time and prioritize their workload 

· Arranging meetings, seminars or conferences

· Maintaining filing systems and office supplies.

Kaido Traiding

Al Safa Building Shiek Zayed Road.

Secretary

May 15, 2008 – July 24, 2008  
· Reports to the General Manager
· Composes and provides a draft view of documents to be submitted for approval to the General Manager
· Maintains the filing system for the company.
· Make travel arrangements and hotel booking for the General Manager
· Handles petty cash

· Maintains internal and external control for all office activities
House of Nails 

Crown plaza Sheikh Zayed road, Dubai, U.A.E

Receptionist

April 12, 2008 – May 13, 2008
· Provides a comprehensive and high quality front desk service.

· Answer telephone calls in a professional manner.

· Encodes data that are necessary for inventory control.

· Acts as cashier and handles petty cash.

Abbott Laboratories Philippines

Mandaluyong City, Philippines


Promotional Sales Representative

January 2006 – November 2007

· Establishes contacts with prospective customers and open new accounts for sales of the company products.

· Deliver and discuss with new and regular customers regarding information of samples for new products, price quotations, and terms of payments.

· Book and transmit orders from customers, coordinate with delivery units and ensure delivery date of the products.

· Conducts sales promotion activity to develop and maintain goodwill with customers and to increase sales volume of the division.

· Calls physicians and health related organization within an assigned territory.

· Demonstrates thorough knowledge of products and competitor products to further educate physicians and health care providers.

· Arrange and provide continuing education and service to targeted physicians.

· Maintain an up to date database of document sales, call information, trends, future call objectives, sampling data, and overall territory performance

MN Fabian Construction

Sta. Ana Manila

Personal Assistant

March 2001 – June 2003
· Handles petty cash

· Pays the monthly operational expenses of the company.

· Prepares the sales report, invoices and delivery notes.

· Drafts and reviews all documents for Manager’s signature.

· Prepares checks for the Suppliers.

· Update personal file of employees; compute their overtime pay, monthly salary.

· Handles incoming/outgoing mail and directing mails accordingly.

· Manages data filing for the company.
· Checks and purchases appropriate supplies for the office.

· Checks and answers Company e-mails.

· Records and relays all calls directed to the manager.

· Sends/receives fax messages.

· Confirming and re –scheduling appointments for the manager.
EDUCATIONAL ATTAINMENT

Bachelor of Science in Computer Science Specialized in Airline Operation Procedure (Undergraduate).

Philippine State College of Aeronautics - Villamor, Pasay City, Philippines                  

June 2004 – October 2007

SKILLS 

Computer Literacy: MS Office XP, Word, Excel, Power Point, Outlook, Internet, Document controller. 
· Multitasking
· Works independently and result oriented. 

· Has a strong interpersonal and communication skills, friendly and confident
· Good organizational skills

· Enjoys meeting and dealing with a variety of people.
· Able to work under pressure 
PERSONAL DATA

Date of birth



: April 29, 1984 
Nationality



: Filipino

Marital Status



: Married
Height




: 5’4”

Weight




: 130 Lbs

Language written / spoken


: English / Filipino

Place of Issue



: Manila Philippines
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