[image: image1.jpg]


Gulfjobseeker.com CV No: 1465998
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
OBJECTIVE
To seek a challenging and a rewarding position in a multinational Company where I can fully utilize my experience and skills combined with my educational attainment for the growth and development of the Company as a whole.

SKILLS AND QUALIFICATIONS
· Knowledgeable in Software Application such as; AIRLIST, OCIMS, SAP, MASTERKEY System, PROSpace System and basic AUTOCAD.
· Knowledge in Internet and Microsoft Office applications

> Microsoft Word, Excel, Powerpoint and Outlook

· Ability to operate basic office equipment.

> Fax, printer, scanner, photocopying machine

· Ability to work under pressure.

· Ability to make decisions when necessary.

· Attention to detail and deadlines.

· Ability to work independently or with minimum supervision.

· Time management and productivity.

· Ability to meet schedules and deadlines.

· Fast-learner, flexible, honest, and dependable


EXPERIENCE
Company
: Betterhomes LLC
Position
:  Receptionist cum Client Liaison Administrator

Location
:  Dubai & Abu Dhabi

Year
:
September 2012- Present

Duties and Responsibilities
· Dealing with incoming phone calls (either answering the client queries, or passing the call onto a relevant team member.)

· Manning the front desk, being the first point of contact for incoming visitors.

· Overseeing all sales related paperwork and ensuring that accurate and up to date information is available on relevant systems including overseeing invoicing, receipting, commission claims and preparing sales and purchase contracts

· Ensuring an effective working relationship with owners, developers and clients, briefing your immediate manager promptly on any significant issues arising from those contracts.

· Prepare and modify documents including correspondence, reports, drafts, memos and tenancy agreements.

· Liaising with the marketing division on marketing issues and arranging for advertisements and other marketing material as required.

· Preparing adequate and complete supporting documentation for submission to the Finance Division to ensure accurate, timely remittances. Forwarding cheques and necessary documents to Landlords and or Real Estate companies for payments received on their behalf.

· Ensuring, as far as possible, that client and landlord complaints and concerns are attended to speedily and satisfactorily.

· Conducting any communication with landlords, tenants / clients and Better Homes staff in a professional and courteous manner.

· Refreshing of listing on constant basis.

· Dealing with deliveries and incoming and outgoing post.

· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing.

· Maintain a well-organized filing system (hard copy and electronic filing).

· Ensuring that confidential information is handled with complete discretion.

· Sign for and distribute UPS/Fed Ex/Airborne packages.

· Set-up and coordinate meetings and conferences.

· Maintains safe and clean reception area by complying with procedures, rules, and regulations.

· Maintain the building access control computer and cardkey administration.

Company
: Daewoo Engineering & Construction
Position
:  Procurement Administrative Assistant / Document Controller - (Procurement Dept. & Material Dept.)

Location
: Mussafah, Abu Dhabi

Year
: August 2011- August 2012

Duties and Responsibilities
· Maintain Vendor Files - data entry (company name, contact person, tel. no., type name, prices, HS&E, etc.) of responses to enquiries

· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing.

· Maintenance of hard copy files & database for all master service agreements, confidentiality agreements, consulting service agreements, call-out agreements, potential supplier prequalification information, and expiry dates followed by notification to appropriate persons reports, correspondence, requests for proposals and tenders in accordance with corporate records management guidelines.

· Ensuring that confidential information are handled with complete discretion.

· Sign for and distribute UPS/Fed Ex/Airborne packages.

· Set-up and coordinate meetings and conferences.

· Coordinate with Suppliers/ Vendors to follow up manufacturing schedule and timely delivery of Materials.

· Responsible in updating production and material delivery status.

· Prepare Vendor’s Invoice, shipping receipts, material requests and payment vouchers.

· Maintain record/ log book and other pertinent documents such as; delivery notes, invoice receipts, payment vouchers, tracking reports and all other material related documents

· Responsible in making arrangement for Site visit by Vendors/ Suppliers.

· Prepares documents such as ITP’s, Material Test Certificate and other related documents prior to Inspection.

· Report any issues directly to the Procurement Manager.

· Prepares correspondence letter to Supplies/ Vendor and Sub-contractors.

· Confers with Material Supervisors to determine overdue materials and report status to the Manager.

· Prepare and execute small valued purchase orders.

· Perform other duties required.

Company
: Royal Sporting House Company (RSH) Position
: Customer Service Associate

Year
: July 2010-Jan.2011

Duties and Responsibilities
· Assist Customer’s needs and be able to recommend the types and specific product/ brand that suits them.

· Responsible in advertising and introducing new product items to customer.

· Assist Customer needs and respond to complaints and other queries.

· Responsible in ensuring good quality service to Customers.

· Review and check daily transaction record such as sales status, closing and follow-ups.

· Check cash drawer to ensure sufficient cash is available especial during change of shift.

· Maintain daily transaction records.

Company
: Altitude Engineering & Construction Position
: Executive Assistant cum Document Controller Location
: Angeles, Philippines

Year
: April.2008- April 2010

Duties and Responsibilities
· Responsible for receiving, circulating and recording all incoming and outgoing faxes, emails and hand deliveries.

· Keeping the boss updated about the recent updates like emails, letters and information of similar nature.

· Filter emails, highlight urgent correspondence and print attachments.

· Keep and maintain an accurate record of papers and electronic correspondence on behalf of the CEO.

· Manage and maintain executive’s schedules, appointments and travel arrangements.

· Compiles and maintains records, such as material inventory records, production records and timecards.
· Read and analyze incoming memos, submissions, and reports to determine their significance and plan their distribution.

· Open, sort, and distribute incoming correspondence, including faxes and email.

Company
: 98.5 Y FM The Station For Everyone Position
: Radio Disk Jockey (Part time) Location
: Tarlac, Philippines

Year
: Jan.2004- Feb. 2007

Duties and Responsibilities
· Works at a FM Radio station as a part time jockey.

· Talk on radio, interview guests and act as master of ceremonies.

· Reading news flash and current events.

· Responsible in writing radio commercials and skits.

· Do promotional work, making public appearance during community events.

· Read/ play requested songs from listeners.

EDUCATION
College : 2004 ~ 2007 College of the Holy Spirit of Tarlac, Tarlac City, Philippines

· Bachelor in Elementary Education (BEED)

PERSONAL DATA
Nationality
:
Filipino

Date of Birth
:
6 December 1985

Age
:
30 yrs.old

Civil Status
:
Single

Religion
:
Roman Catholic

Height
:
5”2’

Visa Status
:
Employment Visa







