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PERSONAL DATA
Nationality:
Filipino

Date of Birth:
28 June 1980

Marital Status:
Single

Language:
English, Filipino

PROFESSIONAL SUMMARY
A highly organized and detail-oriented individual with several years experience providing thorough and skillful administrative support to senior executives.  Dedicated and focused; able to prioritize and complete multiple tasks and follow through to achieve project goals.  An independent and self-motivated person with excellent research and writing skills; able to grow positive relationships with clients and colleagues at all organizational levels.  One who has sufficient academic background, maturity and preparedness to do multitasked jobs if required.  Computer skills include MS Word, Excel, PowerPoint, and Internet.
Key Skills

Communication 
- Deals with internal and external individuals at all levels via telephone and email, to ensure successful communication via actively listening and probing questions.
Problem Solving 
- Resolves in-depth queries in a methodical manner independently and with internal and external people to find appropriate resolutions, efficiencies and high level of quality.
Team Player 
- Enjoys sharing knowledge and encouraging development of others to achieve specific team goals.  
Planning and Organizing 
- Refined planning and organizational skills that balance work, team support and ad-hoc responsibilities in a timely and professional manner. 
Systems Knowledge 
- Experience in preparing and analyzing reporting data for management accurately and to timescales.
WORK EXPERIENCE
November 2011 – December 2014
Executive Secretary to Head of the Tender Department

Tender/Estimation Department, Al Jaber Building, LLC.
Abu Dhabi, United Arab Emirates

· Prepares and manages correspondence

· Organizes and coordinates the writing and sending of information

· Prepares annual/monthly order book and tender reports

· Replies to tender and prequalification invitations

· Assists in preparing company profile and prequalification documents 

· Organizes and coordinates meetings with Clients, Consultants and Subcontractors/Suppliers

· Arranges and confirms appointments

· Handles incoming/outgoing mails and other materials

· Answers telephone and give information to immediate supervisor

· Set ups and maintains filing systems. Maintains and updates office files.

· Provides full range of administrative and support services, including filing and ‎records management; faxing, mail, customer databases, photocopying, compilation ‎of presentations and reports.‎
· Act s as a liaison between executives, management and the outside
· Coordinates office management activities

· Determines matters of top priority and handles accordingly

· Maintains office procedures 
· Performs duties assigned by Manager/Head
· Assists in the total workflow of the office

October 2009 – October 2011

Secretary / Receptionist

National Projects & Construction, LLC

Abu Dhabi, United Arab Emirates

· Prepares and manages correspondence, reports and documents

· Organizes and coordinates meetings

· Types and distributes minutes of meetings

· Arranges and confirms appointments

· Handles incoming mails and other materials

· Answers telephone and give information to others, takes messages, or transfers calls to appropriate individuals

· Set ups and maintains filing systems. Maintains and updates office files

· Communicates verbally and in writing to answer inquiries and provide information

· Coordinates the flow of information both internally and externally

· Operates office equipment. Manages office space

· Performs duties assigned by Manager/s

· Assists in the total workflow of the office

April 2008 - July 2009

Secretary / Receptionist

Czecet Christian School

Quezon City, Philippines

· Performs administrative and clerical work. Maintains and updates school files

· Handles confidential documents. Prepares minutes of the meeting

· Handles telephone inquiries. Receives personal/business communication for the administrator

· Files pertinent accounting papers such as cash and check vouchers

· Prepares annual expenses report and monthly invoices and official receipts for tax purposes

· Performs duties assigned by superiors

· Assists in the total workflow of the office.

July 2006 - April 2008 

Quality Auditor/Editor
TRx Global Outsourcing, Inc.

· Using preferred standard quality scoring guidelines, calculates and scores reports consistently and fairly, weighing the varying degrees of errors against the documentation length

· Recognizes, interprets, and evaluates inconsistencies, discrepancies, and inaccuracies in medical dictation and appropriately clarify and flag or report them, as needed

· Provides timely and consistent quality feedback to inform and update the transcriptionists regarding quality issues and areas of concern to help eliminate repetition of errors

· Corrects errors on transcribed documents against actual dictation or lists discrepancies for adjustment. According to transcription guidelines, standards of style, and formats of practice

· Adheres to policies and procedures to contribute to the efficiency of the transcription department

· Transcribes reports as needed

August 2005 - June 2006

Medical Transcriber
TRx Global Outsourcing, Inc.

· Operates computer to transcribe physician dictated medical reports including, but not limited to, consultations, progress notes, operations, history, discharge summaries, or other recorded data heard through earphones of transcribing machine.

· Transcribes documents consistently and fairly according to transcription guidelines, standards of style, and formats of practice

· Reads chart prepared by dictator to determine length of message and corrections to be made

· May type unrecorded information, such as name, address, and date. May keep file of records

· Adheres to policies and procedures to contribute to the efficiency of the transcription department

EDUCATION
Emilio Aguinaldo College


Manila, Philippines

Bachelor of Science in Physical Therapy (Undergraduate/4th year)

St. Joseph's College


Eastern Samar, Philippines

Secondary Education


