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DOB:

June 24, 1988
Visa Status:
Residence Visa /Transferable

EMPLOYMENT HISTORY:
Administrative Officer & Executive Assistant to CEO & COO  

International Research Networks Ltd 

September 2014 - Present
Dubai Media City 

Responsibilities: 


Office management
· Managing daily office operations 
· Organizing and monitoring company documents (Trade License, Office Lease, Company Insurance, Bank Accounts)
· Processing employee visas, cancellations, and documents in Ministry of Labor/TECOM Freezone.
· Payroll processing for Dubai office

· Responsible for recruitment administration: job posting, candidate sourcing, and employees contracts

· Office supplies; sourcing suppliers, payments, maintaining office operations

· Attendance records for Dubai office


Management & HR work
· Diary management; travel, meetings, appointments, and event arrangements
· Preparing reports and financial data
· Responsible in job posting, cv scanning & phone screening interview
· Responsible is organizing & scheduling interviews 
· Assist the HR Manager preparing the contracts and training
· Maintains executive's appointment schedule by planning and scheduling meetings, conferences, teleconferences, and travel.

· Prepare reports by collecting and analyzing information
· Monitoring KPIs of Dubai team 

· Ensure that sales revenue report is updated.

· Preparing drafts of confidential correspondence 

Event related work

· Managing events/ projects and conducting research.

· Create and manage the company schedule (Dubai) each quarter of the year. 

· Assist the Operation; responsible for event venue (send options to Operations Manager in London), sending inquiries to different 5 star hotel (as per the events held), venue checking & preparing contracts & agreements.
· Compiling leads and producing extensive databases of executives we can use for our events (to invite, to market to etc.).
· Assist the marketing team
· Research industry news
Administrative Officer / Executive Secretary of CEO 

Civil Excel Contracting LLC

October 10, 2010 – September 24, 2014
Dubai, UAE
· Assisting the preparation of budget
· Supervising all administrative personnel
· Supervising the completion of payroll with WPS 
· Preparing business reports and business correspondence
· Establishing and maintain supplier accounts
· Ensuring all transactions and data are properly entered in the account system
· Managing all bills and collection of accounts; overseeing accounts payable and receivable.

· Assigning tasks to office staff as required
· Preparing the revise drawing for submission in Dubai Municipality
· Reading of structural drawings, electrical load and floor plans
· Preparing documents needed in Dubai Municipality, DEWA & RTA
· Coordinating with consultants for any concerns regarding site work
· Communicating with the clients, suppliers and engineers regarding any issues
· Communicating with sub-contractors/ consultants for changes in contractual agreements

*Other duties as Executive Secretary in this position included responsibilities similar to those at IRN
Administrative Assistant – Medical Records Department 
Cebu Doctor’s University Hospital

November 2009 - September 2010
Osmeña Blvd. Cebu City, Philippines 

· Filing all credentials of the doctors
· Monitoring the expiry date of the PRC and PHIC
· Arranging schedules of the conference room

· Encoding the latest status of the doctors.
· Coordinating with resident doctors’
· Working as a liaison officer between the management and the staff.
· Providing complete administrative support to management
· Preparing and distributing meeting agendas 
· Compiling all client statements 

· Filing and retrieving of patients charts, and monitoring progress
· Encoding patient diagnosis reports in the hospital system

· Issuance of Medical Certificate to admitted patient
Teller / New Accounts

MAYBANK PHIL. INC.

November 2008 - November 2009
Jones Avenue, Cebu City, Philippines
· Assisting clients in opening new accounts

· Filing customer information into the bank system

· Releasing bank statements
· Referring customers to appropriate bank personnel based on their financial needs
· Compiling  information about new accounts, enter account information into computers, and file related forms or other documents
· Interviewing customers to obtain information needed for opening accounts
· Answering customer enquiries, and explaining available services such as deposit accounts, bonds, and securities
· Perform Teller duties as required
EDUCATION:

Tertiary:


Bachelor of Science in Commerce Major in Business Management




Southwestern University




Urgello Street, Cebu City




June 2005- October 20, 2009

Secondary:

University of Cebu




Sanciangko Street, Cebu City




June 2001- March 2005

Elementary:

Young Ladies Association of Charity




P. Gomez Street, Cebu City




June 1995- March 2001

TRAINING RECEIVED:
January 25, 2006 

Specialized sanitary procedures
February 8, 2006
 
How to maintain cleanliness
March 18, 2006
 
Safety procedures and standard procedures in work areas
January 15, 2007

How to detect fake bills

February 20, 2008
Creating business
March 7, 2009

Office Management

April 12, 2010

Telephone Etiquette

May 20, 2010-
 
Fire Safety Training
August 15, 2010
 
Customer Service Command
January 20, 2011

Management Program Middle East
June 30, 2011
      
Planning Strategy
Computer Literate

Ms Word

Ms Excel

Ms Power Point

Microsoft Office
AutoCAD
Fully aware of procedures for Dubai Municipality, Ministry of Labor, Immigration, DEWA & RTA
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