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Career Objective

To seek and work in an environment where the professionalism and enthusiasm are recognized and to enhance my professional skills and competence in: Quality, Environment, Health& Safety to achieve organizational and personal growth. Being an optimistic person, believe in growth with the organization, and focus on the organizational objectives ahead. Based on past experiences, I strongly believe in team work &catalyst for continual improvement – both organization & self.

Career Summary 

With 12 years of versatile experience in technical support. Contributed ideas as well as organized working environment, as all the needed data’s are entered and available anytime. All the activities, I was involved, were adequately handed. I concentrated on personal aspects like diligent, persistent, focused & flexible, to be the best of my abilities & no supervision.
Educational Background

	Name of Exam
	Board/University
	Year of Passing

	
	
	

	Degree:
	Bachelor of Secondary Education
Major in Physical Education, Health and Music
Saint Mary’s College
Tagum City, Philippines

	2002


Professional Summaries:
	Organization: AL DHAFRA PIPELINE & CONTRACTING COMPANY WLL
Mussafah Industrial Area – Abu Dhabi
Duration       : February 2013 to March 2014
Designation  : Mechanical Department – Secretary
Duties & Responsibilities:
· Handling telephone calls
· Sending email, faxes and segregation of documents address to a particular personnel in the cite and in the main office
· Collecting of inquiries from the clients either by phone, emails or faxes
· Assisting in making quotations of such biding upon the request of the client
· In the event of biding, my role is to do the part of a Technical submission as required and mandated by the manager and re-checking the Commercial submission as part of the team work.
· Communicating with clients through phone calls or emails
· Review the purchased items for office used and materials
· Communicating with Supervisors, Peers, or Subordinates -- Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person
· Documenting/Recording Information -- Entering, transcribing, recording, storing, or maintaining information in written, such as filing the records specifically
· Collecting datum in providing the necessary documents upon requests
Organization:  SAGITTARIUS TRADING CO LLC
Al Quoz Industrial Area 4, Dubai, UAE

	Duration:       February 10, 2011 - February 2013

	Designation:   Office Administration – cum Office Manager


Duties & Responsibilities:
As Procurement 
· Handling all telephone calls. Receiving and sending faxes.

· Making Quotations & monitoring bills receivables.

· Accommodate clients in helping maintaining smooth relationship by greeting and welcoming them inside and outside the office.

· Communicating with clients through sending emails and calling them for inquiries.

· Prepare purchase orders and send copies to suppliers and to departments originating requests.
Determine if inventory quantities are sufficient for needs, ordering more materials when necessary. Respond to customer and supplier inquiries about order status, changes, or cancellations.

· Prepare, maintain, and review purchasing files, reports and price lists.

· Compare prices, specifications, and delivery dates in order to determine the best bidamong potential suppliers. Track the status of requisitions, contracts, and orders. 

· Communicating with Supervisors, Peers, or Subordinates -- Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.

· Performing Administrative Activities -- Performing day-to-day administrative tasks such as maintaining information files and processing paperwork.

· Documenting/Recording Information -- Entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic form.

· information to develop and evaluate options and implement solutions.
Customer and Personal Service -- Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.
· Oral Expression -- The ability to communicate information and ideas in speaking so others will understand.
Oral Comprehension -- The ability to listen to and understand information and ideas presented through spoken words and sentences.

As Office Admin -  Office Manager :
· assign and monitor clerical, administrative and secretarial responsibilities and tasks among office staff
· allocation of resources to enable task performance

· coordinate office staff activities to ensure maximum efficiency

· evaluate and manage staff performance

· organize orientation and training of new staff members

· coach and discipline office staff

· design and implement filing systems

· ensure filing systems are maintained and current

· establish procedures for record keeping

· monitor record keeping

· ensure security and confidentiality of data

· design and implement office policies and procedures

· ensure office policies and procedures are being adhered to

· analyze and monitor internal processes

· implement procedural and policy changes to improve operational efficiency

· prepare operational reports and schedules to ensure efficiency

· monitor and maintain office supplies inventory

· review and approve office supply acquisitions 

· maintain a safe and secure working environment

· handle customer inquiries and complaints

· manage internal staff relations
	Organization: 
	Athar Commercial Brokers LLC
Sheikh Zayed Road, Dubai, UAE

	Duration:
	November 27, 2006 - February 2011

	Designation:
	Secretary to Managing Director – Front Liner



Duties & Responsibilities:

· Handling all telephone calls. Receiving and sending faxes.

· Making Quotations & monitoring bills receivables.

· Accommodate clients in helping maintaining smooth relationship by greeting and welcoming them inside and outside the office.

· Communicating with clients through sending emails and calling them for inquiries.

· monitor and maintain office supplies inventory

· review and approve office supply acquisitions 

· maintain a safe and secure working environment

· handle customer inquiries and complaints
	

	Organization:
	Tagum National High School, Philippines 

	Duration:
	June 14, 2001 – Feb. 29, 2004

	Designation:
	Secretary / Receptionist – School Assistant Registrar


Duties & Responsibilities:

· Monitoring the number of students

· Submit report regarding teacher and students performance

· Record Keeping

· Data recording and gathering information of  the  students

	

	Organization:

	NDC-Tagum Foundation, Inc. Apokon Rd., Tagum City, Philippines

	Duration:
	Nov. 16, 2004 to Jan. 14, 2005


	Designation:
	Substitute Teacher  Physical Teacher


	Organization:
	Davao National High School Mankilam, Tagum City, Philippines


	Duration:
	March 1, 2004 to June 30, 2004

	Designation:
	Local School Board Teacher Local paid Teacher


	Organization:
	Tagum National High School Tagum City, Philippines

	Duration:
	July 2, 2003 to August 31, 2003

	Designation:
	Local School Board Teacher Local paid Teacher



· Implements instructional activities that contribute to a climate where students are actively engaged in meaningful learning experiences.

· Implements instructional activities that contribute to a climate where students are actively engaged in meaningful learning experiences.

· Identifies, selects, and modifies instructional resources to meet the needs of the students with varying backgrounds, learning styles, and special needs.

· Provides a positive environment in which students are encouraged to be actively engaged in the learning process.
· Communicates effectively, both orally and in writing, with students, parents, and other professionals on a regular basis.

· Collaborates with peers to enhance the instructional environment.

· Models professional and ethical standards when dealing with students, parents, peers, and community.

· Ensures that student growth and achievement is continuous and appropriate for age group, subject area, and/or program classification.

· Establishes and maintains cooperative working relationships with students, parents, and schools.

· Participates in training and presentations about online teaching.

· Meets professional obligations through efficient work habits such as: meeting deadlines, honoring schedules, coordinating.
	Trainings and Seminars Attended

· Tagum National High School (Practicum)
· Regional workshop in Music and Dance (Sept 6 to 8, 2001)
· Intel Teach Training Seminar workshop (June 7 to 13, 2004)
· Saint Mary’s College: Loyalty Award
Personal Details

Sex
:
Female
Nationality
:
Filipino
Languages
Visa Status
:
:
English, Tagalog and Visayan
Visit Visa/ Tourist Visa



References

Will be provided upon request.
