Date of Birth: 18 July 1986

Nationality: Philippines
CAREER OBJECTIVE
Seeking a position that would allow me to grow professionally while being able to utilize my skills and experiences as Secretary, HR, Admin and Customer Service for the betterment of the organization with the best use of my dedication, determination and resourcefulness

PERSONAL STATEMENT
Highly dependable, organized, can work alone or as a team and has strong attention to detail. Known for accepting consistently increasing responsibilities and proven ability in working with confidential information. Result – oriented, efficient and reliably meeting goals and customer expectations.

SKILLS
· Customer focus
· MS Office Applications (MS Word, MS Excel, MS Power Point, MS Outlook)
· Bilingual (English and Chinese)
· Documentation
· File Maintenance
· Diary Management
· Inventory Management
· Front line Operations
· Timekeeping and Payroll
· Recruitment and Staffing
· Cash Handling and Teller Operations
· Investment Management
· Decision Making and Problem Solving
· Budgeting

PROFESSIONAL EXPERIENCE
ROYAL CROWN CARGO AND CLEARING LLC, Jebel Ali, Dubai - UAE

Secretary, September 2014 to present

· Organizes meetings internally and externally
· Prepare meeting agendas and draft minutes of the meeting

· Ensures that all meeting materials are distributed in a timely manner

· Handles emails, complaints and calls

· Takes care of stay and travel arrangements for Executives and Delegates

· Maintains weekly diary and calendar while assisting in planning upcoming events

· Checking of daily attendance and reporting the same every month end

· Issues memos approved by the Management
· Prepare and send outgoing faxes, mail and courier parcels

· Purchase, receive and store office supplies ensuring that basic supplies are always available

· Update and ensure accuracy of company database

· Use computer spreadsheet for invoices

· Code and file documents as per company policy and procedure

· Administer petty cash
YUSEN LOGISTICS PHILIPPINES INC., Philippines

Human Resource Assistant, April 2013 to January 2014

· Reviews resumes and applications sent by applicants

· Arranging for advertisement of job vacancies and notifies eligible applicants

· Conducts interview and series of written / online examination
· Prepares badges, passes and identification cards for staff and visitors

· Handles background checks for applicants and assembles new hire information packs
· Plans and coordinates HR presentations and training sessions

· Welcoming of new employees and prepares employee orientation

· Attendance checking and employee monthly vacation, absences and tardiness

· Assists in employee relations

· Maintains employee file on database and updates the same

· Provides assistance in employee compensation plans and benefit program
CHINA BANKING CORPORATION, Philippines

Customer Relations Assistant, August 2008 to January 2013

· Offers bank products and services to new and existing clients
· Interview customers who would like to avail of bank’s products

· Distribute application forms ensuring that all are filled in by the customer

· Enter data into computer system and educate customers of bank policy and SOP

· Prepare forms for signature cards, checks, drafts and money order

· Provides assistance in client needs and queries

· Prepares month – end reports of New Accounts for Manager checking

· Handles foreign currency and investment products

· Acts as teller / cashier

· Keeps record of all client’s accounts
· Receives payment for miscellaneous expenditures

EDUCATION

CHIANG KAI SHEK COLLEGE, Manila – Philippines, 2008

Bachelor of Science in Commerce major in Management

PHILIPPINE CULTURAL COLLEGE, Manila – Philippines, 2004

High School Diploma
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