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	APPLYING FOR:
	Secretary

	VISA STATUS:
	HUSBAND VISA

	
	


OBJECTIVE: To become an integral part of a dynamic organization where I am able to build on my existing skills and knowledge. Given the opportunity, I believe I could become an invaluable asset to any company who may be looking for a self motivated and career minded individual such as myself.
SKILLS/QUALIFICATIONS: Experience in Administrative duties with skills in MS Office (outlook, power point excel and word and level personal management, Trustworthy, Hardworking Person, Dedicated to work, good communication skills, highly- trainable, Customer-Service Oriented.
	Language Skills
	:
	English and Tagalog & Basic Arabic

	Age
	:
	30 years old

	Date of Birth
	:
	15 September 1984

	Sex
	:
	Female

	Civil Status
	:
	Married

	Nationality
	:
	Filipino

	Height
	:
	5’2

	Weight
	:
	121.25 lbs
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EDUCATION
Bachelor of Science in Mass Communication
Major in Broadcasting
Palawan State University
Main Campus – Puerto Princesa City, Palawan
Yr- 2001-2004
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PROFESSIONAL EXPERIENCE
Sales Promoter – Part Time
September 2015– Present
FLC Marketing Agency
· In-charge to demonstrate and market the product to the customers. 
· Discuss the pricing tier. 
· Giving Samples. 
· Answer questions about the product. 
· In-charge in Daily Sales Report 
HR Assistant – Part time
June 16, 2015- July 16,2015
BILFINGER DEUTSCHE BABCOCK MIDDLE EAST
Duties and Responsibilities:
Manpower Administration: Supporting in Mobilization & Demobilization of Manpower for various projects.
· Planning and allocation of idle Employee released from existing projects for suitable new assignments. 
· Coordination of demobilized employees for smooth exit. 
Payroll Support Activities:
 Coordination of man hours booking on various project e.g. working hours and overtime hours after comprehensive reviewed and verification of KST and
KOOMS and generate monthly payroll by “Payroll Officer” before uploading into the system and before finalizing monthly salaries by Finance.
Travelling Arrangements:
· Solely responsible for the arrangements of traveling not only for workers but also scheduling for management staff. 
· For Mobilization of Manpower or De-mobilization of employees 
· Employees leave planning and accordingly arrangements. 
Other Admin Related Activities:
· Employees related all issues follow-ups with man-power companies follow-up of renewals of employees concerned e.g. (Emirates ID and Rahal Cards) 
· Responsible for arranging fuel cards- New cards, re-assurance, cancellation etc. 
Admin - Coordinator
02 -10-2009 to 08-08-2013
Capital Club, Dubai International Financial Centre Dubai, UAE
MEMBER RELATION EXECUTIVE
· Taking Bookings (like Meeting Room Reservation./Dining/Bedroom). 
· Taking outside call (inquiry/suppliers/accounts/admin/PR/etc.). 
· In charge of emails (follow-up/inquiry/request for internal Dept/Admin). 
· In Charge of Registration Report (Daily/Weekly/Monthly). 
· In charge of Member’s Details and Information. 
· In charge of Internal Transportation Charges. 
MEMBERSHIP COORDINATOR
· Filing, organizing and arranging all members’ file. 
· Updating all prospect’s guest member’s 
· Updating Data Base 
· Updating Member’s File (Credit Car, Passport, Picture, and forms.) 
· Sending All IAC “International Associate Club” to all Club Members’ address. 
· Sending email and answer all membership inquiry such us Status of the member’s, payments and complains. 
· Handle and controller of all Office Items. 
· In charge n preparing all PR’s. 
HR COORDINATOR
· Assisting the HR Manager to her activities. 
· Assisting and arranging an Outside get to gather of all employees. 
· Preparing some outline report and make in power point presentation. 
PURCHASER, STORE IN-CHARGE
· Store in Charge 
· Preparing daily P.O on daily bases. 
· In charge on all accountability of the items. 
· In charge to follow-up/cancelled to the supplier. 
· In charge to deal with the supplier. 
· In charge in daily report of LPO and invoices. 
· In charge in daily market report. 
· Reporting to Financial Controller. 
WELLNESS CENTRE ADMIN cum RECEPTIONIST
· In charge of Monthly Sales Report. 
· In charge of Monthly Attendance Report. 
· In charge of arranging all files of the Wellness Centre Department. 
· In charge to made Wellness Centre Promotion (Flyer/Catalog). 
· Representative in the Department Head’s Meeting. 
· Preparing of local purchased order. 
· Monitoring all the Member Charges and Cancellation with or w/out charges. 
· Ensure that the Comments and suggestion of the Members are forwarded to the Admin Office. 
· Preparing Documents for processing of End Monthly Report of the Trainers. 
· Mostly I do multi-tasking job. 
U Concept GYM, Dubai International Financial Centre Dubai, UAE 06, 2008- 02-09, 2009
Admin cum Receptionist
· In charge of handling and Preparing all Monthly Reports like Trainers Report (by Individuals) , Sales Report, Attendance Report, Weekly and Monthly Revenue and GM’s Report as usual. 
· In charge of arranging all files of the Wellness Centre Department. 
· In charge to do (Promotion Flyers/Catalog/Design of Wellness Centre) 
· In charge of Member’s Details and Information. 
· In Charge in courier (Aramex/FedEx etc…) 
· In Charge to coordinate of all Equipment in our Suppliers in Abu Dhabi. 
· Taking Purchase such as Equipments Spare parts, Supplies etc...) 
· Taking outside and internal calls (inquiry/suppliers/accounts/admin/PR/etc.) 
· Representative of Department Head’s Meeting. 
· In Charge to take a minutes of the meeting. 
· Monitoring all the Member Charges and Cancellation with or w/out charges. 
· Mostly I do multi-tasking job. 
	Citra Mina Seafood Corporation, Phil.
	08-22-2005/04-15-2008

	HR Benefits Officer
	


· Taking outside and internal calls (inquiry/suppliers/accounts/admin/PR/etc.) 
· In charge in booking like air/sea tickets for General Manager. 
· In charge to take all appointments of General Manager. 
· In charge in all transaction to follow-up such as projects and Business in City Hall. 
· In charge to take a minutes of the Meeting. 
· Handling 201 File of all Employee and Confidential Documents as well. 
· Monitoring attendance of all Department Heads. 
· Handle the stationary supplies for the company. 
· In charge to All Purchase Stuffs. 
· In charge to create PowerPoint for General Manager’s Report and Presentations. 
· In charge to carry out the social responsibility to the employees. 
· Manage dispatch, receipt and distribution of couriers, internal mails, faxes etc... 
· In charge to Maintain and enhance the effectiveness of the workforce. 
· Manage the filing of the Administration Office. 
· In charge for the guest coming in the Office and Delegates them to concerned persons. 
· In charge to the Benefits of all employee like Tax, SSS, Social Security System , Phil Health , and Pag-Ibig. 
· In charge to remit the Monthly tax due of the Company in the Government Land Bank. 
· In charge to handle the Manpower of the Company. 
· Monitoring of Job Performances of each Employee. 
· Give Disciplinary Sanction to the employee. 
· In charge to prepare all the Insurances Deduction to the Payroll Assistant. 
· Updates the HR Manager on the Status of the Employee. 
· Coordinate to all Concerned Establishments for Follow-up all concerned papers of our company. 
· General Office duties as assigned. 
[image: image4.jpg]



ORGANIZATION AND SEMINARS ATTENDED

· Standard First Aid – Philippine Red Cross Palawan Chapter – Completed Course 
Social Hall, H- Mendoza St. Puerto Princesa City, Palawan, Philippines. Issued on March 16,2015 valid until March 15,2017 under the instructor of Mr. Ariel V. Vicente with Red Cross Instructor’s Authority Number F74-PAL-11. 
· BLS- CPR/AED for Healthcare Provider – Philippine Red Cross Palawan Chapter – Completed Course Social Hall, H- Mendoza St. Puerto Princesa City, Palawan, Philippines. Issued on March 20, 2015 valid until March 19,2016 under the instructor of Ms. Ronelyn B. 
Heredero with Red Cross Instructor’s Authority Number C22-PAL-05. 
· Received a certificate of excellence of service of Employee of the Month of June 2012 Certificate has been awarded by the Capital Club Dubai LLC. Dubai International Financial Center 
· Received a certificate of excellence of service of Employee of the month of December 2012 has been awarded by the Capital Club Dubai LLC. Dubai International Financial Center. 
· “Up Selling Techniques” - Held in Capital Room Capital Club Dubai International Financial Centre Gate Village Bldg. no 3. Conducted by. Ms. Ann. 
· How to handle Members Complaints – Held in Hong-kong Room Capital Club Dubai International Financial Centre Gate Village Bldg. no 3. Conducted by. Mr. Mohammad Karmoiue Assistant Manager on 10th of March 2011. 
· “Food Operation and Handlers Training Course on Food Sanitation and Basic Environmental Sanitation”- (June 09, 2006) held at Conference room of the City Health Office. Puerto Princesa City , Palawan, Philippines 
· 4th Year Representative – College of Arts and Humanities Lower Council, Palawan State University.(2004-2005) Puerto Princesa City, Palawan, Philippines 5300 
· Secretary of SK Council- (Sangguniang Kabataan) of Brgy. Matiyaga, Puerto Princesa City, Palawan, Philippines 5300 ( 2002-present) 
· “How to Communicate with English Speaking Westerner’s”- conducted by Mr. Aubrey V. 
Wilson dated 1st Semester of School year 2003-2004 at the College of Arts and Humanities – Palawan State University. Puerto Princesa City, Palawan , Philippines 5300 
· Member of RCY (Red Cross Youth) Palawan Chapter First Aider- (1999-Present) Puerto Princesa City , Palawan , Philippines 5300 
· Basic Life Support- (HEALTH CARE PROVIDER)- Held at PNCR – Social Hall, H- Mendoza St. Puerto Princesa City, Palawan, Philippines. On May 13-14 2003 for a total of 16 hours session under the instructor of Mr. Bryan I. Villanueva and Gener P. Saclet. 
· First Aid Training (STANDARD) - Held at PNCR (Philippine National Red Cross)- Social Hall, H- Mendoza St. Puerto Princesa City, Palawan, Philippines . On June 9-12, 2003 for a total of 32 hours session under the instructor of Mr. Bryan I. Villanueva and Gener P. Saclet 
· First Aid Training – (BASIC FIRST AID) – held at Palawan State University, CAH Audio Visual Hall from Sept 13-1, 2001 for a total of 24 hours session. Under the Instructor of Mr. Edwin A. Arzaga. Puerto Princesa City, Palawan , Philippines 5300 
