OBJECTIVES

To pursue a challenging assignment and responsibility with an opportunity for growth and career advancement, in a healthy work environment where I can utilize my skills and knowledge efficiently, and provides me job satisfaction and self-development as well for the growth of the organization.
Profile



· Bachelor Degree in Commerce major in Business Administration. 
· A trustworthy person, hardworking and reliable professional with 3 years’ business experience in construction industry and 3 years with automotive industry.
· Proficient in the use of Microsoft Office applications (Excel, Word, Outlook, Power Point Presentation, graphics and Internet research). 

· Flexible, goal oriented, and highly motivated, responsible, work dedicated and can work under pressure.
· Has ability to handle multi-tasking jobs and a sense of responsibility.
· Ability to operate all kind of office machines/equipments.
· Able to work on own initiative with minimal supervision and works well as a part of a team to achieve deadlines.

· Good interpersonal skills and as understanding of the importance of excellent client service.

· A good communicator and able to interact with visitors and staff in a professional manner.

· Has a strong determination and enthusiasm to work in a competitive and challenging work environment.
· Willing to be trained in new areas of work in a minimum time.
Key Skills
· Computer Skills  

· Technical Skills 
· Communication

· Data Analysis
Career History
June 09, 2012 – July 09, 2015
Wallan Trading Company/Hyundai Motors 
VP’s Executive Secretary cum Admin Assistant
Kingdom of Saudi Arabia

· Direct support to the VP’s & MD in daily basis and giving support whatever inquiries required, prepare & response emails if necessary.
· Managing the day-to-day operations of the office and performing clerical support to the company executives in daily basis.

· Handling correspondence, invoices and any documents related to operations management approval and disseminates to the concern department.
· Preparing and composing correspondences, notes, cards, paper reports, spreadsheets and presentations.
· Organizing and maintaining update of complex filing systems and database records.
· Handling confidentiality material information of the company in a classified and discreet manner.
· Develop and manage calendar for a meeting appointments and leave a reminders for any urgent events.
· Coordinate and attend confidential management and board meetings, prepare agendas, and distribute minutes.
· Assemble required documentation for meetings and conferences and conduct research for information as needed.
· Handling all executives' travel arrangements (domestic and international) including hotel accommodations, airline reservations, rental cars and guest arrangements.
· Process expenses generated by the executive for any business travels and meetings.
· Review and prepare all documents, expense reports and other payment requests to ensure claims adhere to policy and procedures.
· Conduct internet research as requested and collect information, analyze the data and prepare reports if necessary to conserve executive’s time.
· Coordinate and follow up with division management on tasks and projects assigned by company executives.
· Provide solutions regarding inquiries from internal staff and external inquiries.
· Manage team communication sessions and other events.
· Receive and interact with incoming visitors or clients.

· Providing a high quality of customer service satisfaction.
· Contribute ideas and training to the lower level colleagues in the organization.

· Providing support to the team with various initiatives or events as required.
· Manage and maintain office supplies and inventory.
· Working in a professional and precise environment.
· Preparing daily reports for vehicles stock, daily sales, car reservations and etc. through Kerredge or auto line system.
· Preparing Monthly sales report analysis, make comparison and allocate the sales percentage every month.
· Prepare data sheets all documents related to incoming vehicles shipments.
· Make arrangements for outgoing shipments documents through different company carriers.

Sept. 24, 2008 – Sep. 31, 2011
Saif Bin Darwish, Civil and Engineering Construction 





Department Secretary cum Administrative Support 
MEP Department






United Arab Emirates

Job Descriptions
· Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals. 
· Direct support to the MEP Manager and project Engineers in daily basis for any required queries and information Compose correspondence, and disseminates to the concern addressee. 

· Handling client’s inquiries and direct them to the appropriate persons according to their needs. 

· Locate and attach appropriate files to incoming correspondence requiring replies. 

· Open, read, route, and distribute incoming mail and other material, and prepare answers to routine letters. 
· Set up and maintain paper and electronic filing systems for records, correspondence, and other material. 

· Conduct searches to find needed information, through the Internet. 

· Distribution of documents to the concern person and prepare daily reports.

· Prepare and sending inquiries through email and fax.

· Prepare comparative statement.

· Update materials procurement status, inquiries and others.

· Dealing with suppliers, through telephone and personal basis.

· Coordinating with Personnel Department for any employee concern and requisition.

· Coordinating with all MEP employees for any site work requirements in daily basis.

· Control and maintain sufficient stationery items for office supplies by proper requisition in monthly basis.

2004-2008
Notre Dame of Midsayap College Institution

          Student Assistant / Clerk
            Accounting Department

Job Descriptions

· Assist students’ financial problem for payments shortages (by loan application).

· Preparing student loan application and assessments.

· Prepare daily cash deposits, and deposits money in different local bank branches.

· Sending payments and collecting receipt to different suppliers.

· Prepare monthly bills payments for local taxes.

Personal Information
Date of Birth:

July 17, 1984

Sex:


Male

Height:


5’6”

Weight:

75 kg.

Religion:

Roman Catholic

Citizenship:

Filipino

Civil Status:

Marriage
Age:


31



Educational Qualification
College
· Bachelor of Science in Commerce (Major in Banking and Finance)
                  Notre Dame of Midsayap College

                  North Cotabato

                  March 2008

Secondary School
· Villarica National High School

North Cotabato

March 2002

Primary School
· Libungan Central Elementary School

North Cotabato

March 1997.
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Transferability


Problem Solving


Flexibility & Adoptive


Teamwork & Initiative
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