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Objective:Multi-skilled, self-motivated professional years combined experience. A responsible worker eager to begin an entry level position where I can utilize my organizational and time management skills to help better the company.
Qualifications:
· Enjoy working with people of diverse backgrounds, cultures and professional levels.
· Able to identify and resolve problems, remain organized and work well with little or no supervision.
· Possess strong public relations communication, bookkeeping and mathematical skills.
· Understand the importance of providing excellent service to maintain customer satisfaction, generate return business, and create trust.
Experiences: 
March 2014 – Present
First Gulf Bank (Al Masaood Building, Airport Road Deira, UAE)

Data Encoder and Safety employee
· Checks and evaluates cards and enters data into computer.
· Ensures the correct and timely report issuance particularly standard files in relation to the productivity and quality targets of the operations department.
· Accurately and efficiently encodes information in the user application based on received trade documents.
· Checks the information quality of documents and ensures that these are properly registered in the system.
November 2013 – March 2014
Dubai International Financial Centre (DIFC) 
Admin Assistant

· Provides office services by implementing administrative systems, procedures, and policies, and monitoring administrative projects.
July 2011 - August 2013
Willows Care Home (United Kingdom)
Admin Exec andHealthcare Assistant
· Work to provide administrative and clerical support to a specific department or person. General duties include clerical, reception and project-based work.

· To undertake all the activities for official submission / collection of application approval and timely processing of various legal documents. 

· Responsible for providing office and clerical services.

· Failure to provide these services in an efficient and effective manner will result in disruptions in the provision of services.

· Provide office support services in order to ensure efficiency and effectiveness within the Hamlet office

· Perform clerical duties in order to maintain Hamlet administration.

· Performs receptionist functions.

· Support the Executive director and other staff.

· Perform other duties as required.
June 2009 - June 2011

Samson and Samson Law Firm (Philippines)
Secretary

· Organize office management for the lawyer or solicitor.
· Accepts incoming calls and visitors.
· Prepare and organize confidential and sensitive documents for the lawyer.
Education:
2011-2013 T & L College (United Kingdom)


Associate in Health and Social Care in Care Practice

2005-2009Lyceum-Northwestern University

Bachelor of Science in Nursing

2008-2008 ELM International Training, Skills Development, Research and Consultancy, Inc.

International Safety Standards Training (Safety Officer)
2004-2005 Philippine Military Academy


Bachelors in Military Science

2000-2004 Saint Louis University


Associate in Electrical and Communications Engineering
Personal Attributes:

· Good communication skills

· Computer literate

· Can work well under pressure
· Industrious and fast learner

· Self-motivated and resourceful

· Can work with minimum supervision
Personal Background:

Nationality      :
Filipino

Status              :
Single

Visa Status
: 
Free Zone Visa[image: image2.png]
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