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CAREER OBJECTIVE:

To be able to apply all my knowledge and skills in a working environment that would help me to develop myself as a professional and as a person.
	
	
	WORK EXPERIENCE:

	Company
	:
	Al Nafees Building Materials, United Arab Emirates

	Position
	:
	Administrative Assistant

	Inclusive Date
	:
	March 15, 2014 – Present


· Promotes good relationship with the clients and site personnel. 
· Provides administrative/secretarial support for the department such as answering telephones, assisting visitors and the likes. 
· Coordinate to sales staff, Store Keeper, Accounts Department and Executive Manager with regards the orders, delivery, Invoices and shipments of materials. 
· Prepare and modify documents including correspondence, reports, drafts, memos and emails. 
· Disseminate and follow-up of incoming mail and faxes. 
· Makes sure that controlled copies of latest approved document and drawing are given to the appropriate staff, subcontractors and suppliers as applicable for all projects. 
· Control all the documents that are coming in and out of the department. 
· Checking and reviewing documents including Petty Cash, Inquiry, Quotation, Purchase Order, Invoice and Delivery Note. 
· Keep track of quality, quantity, stock levels, delivery or schedule of shipment, transport costs, documentation and efficiency. 
· Liaise and negotiate with suppliers, manufacturers and clients. 
· Coordinating drivers, vehicles, loads and journeys. 
· Taking top management signatures/approval of the work request. 
· Schedule and coordinate meetings, appointments and travel arrangements for Managers 
· Responsible for all employees’ records. 
	Company
	:
	Fujitsu Computer Products Corporation of the Philippines

	
	
	Carmelray Industrial Park, Calamba City, Laguna

	Position
	:
	Assistant Office Administrator

	Inclusive Date
	:
	December 03, 2007 – April 30, 2008


· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management 
· Maintain electronic and hard copy filing system 
· Open, sort and distribute incoming correspondence 
· Perform data entry and scan documents 
· Manage calendar for Managing Director 
· Assist in resolving any administrative problems 
· Run company’s errands to post office and office supply store 
· Answer calls from customers regarding their inquiries 
· Prepare and modify documents including correspondence, reports, drafts, memos and emails 
· Schedule and coordinate meetings, appointments and travel arrangements for Managers 
· Maintain office supplies for department. 
	
	
	ON THE JOB TRAINING

	Company
	:
	National Irrigation Administration, Laguna, Philippines

	Position
	:
	On the Job Training

	Inclusive Date
	:
	November 2012 – March 2013

	
	
	November 2010 – March 2011


· Receive, open and distribute mails; entertain visitors, answer telephone calls and refer to appropriate staff members. 
· Meet other people with regards to their concerns if the supervisor is not available. 
· Encoding files needed. 
· Records all external and internal documents submitted to and issued from the staff. Sees to it that all outgoing documents are immediately forwarded and transmitted to the respective addressee. 
	Company
	:
	Municipality of Pila, Philippines

	Position
	:
	On the Job Training

	Inclusive Date
	:
	November 2006 – March 2007


· Receive, open and distribute mails; entertain visitors, answer telephone calls and refer to appropriate staff members. 
· Meet other people with regards to their concerns if the supervisor is not available. 
· Encoding files needed. 
· Records all external and internal documents submitted to and issued from the staff. Sees to it that all outgoing documents are immediately forwarded and transmitted to the respective addressee. 

PERSONAL DATA:

	Date of Birth
	:
	July 29, 1988

	Place of Birth
	:
	Pila, Laguna, Philippines

	Marital Status
	:
	Single

	Nationality
	:
	Filipino

	Languages Spoken
	:
	English and Filipino

	Gender
	:
	Female

	Height
	:
	5’1”

	Weight
	:
	96 lbs.

	Religion
	:
	Christian



EDUCATIONAL QUALIFICATION:

	Tertiary
	:
	Bachelor of Science in Office Administration

	
	
	Laguna State Polytechnic University

	
	
	Sta. Cruz, Laguna

	
	
	2009 – 2013

	
	:
	Diploma in Computer Secretarial

	
	
	Laguna State Polytechnic University

	
	
	Sta. Curz, Laguna

	
	
	2009 – 2011

	
	:
	Two Years Office Management

	
	
	Laguna State Polytechnic University

	
	
	Sta. Cruz, Laguna

	
	
	2005 – 2007

	Secondary
	:
	Masico National High School

	
	
	Pila, Laguna

	
	
	2001 – 2005

	Primary
	:
	Pila Elementary School

	
	
	Pila, Laguna

	
	
	1994 - 2001



HIGHLIGHTS OF QUALIFICATIONS:

· Proficient in oral and written English 
· Skillful in Microsoft applications such as MS Word, Power Point and MS Excel. 
· Can type of up to 40 words per minute. 
· Knowledgeable in business documentation. 
· Able to work with minimal supervision. 
· Capable to deal with different individuals. 
· Hardworking, trustworthy, fast learner, flexible and responsible. 
· Can read and write stenography/shorthand 
