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OBJECTIVE

To work in globally competitive environment on challenging assignments that shall yield the twin benefits of job satisfaction and fast track professional growth. I am willing to take up any challenging assignment and flexible to work in a competent environment. I have flair to communicate at all levels and have eagerness to constantly improve myself at work.

CAPABILITIES OVERVIEW
Committed in executing assigned tasks loyally & responsibly.Co-operative, honest and reliable work habits, discretion and diplomacy in dealing with people. Natural ability to meet deadlines and to work in high pressure.
Provides support to the overall office administration with more three years of experience as Secretary and Office Administration.Extensively exposed with more than five years of experience to Sales and Marketing with high quality experience in customer and client relations.Hasgood communication, presentation and interpersonal skills.
Passed Secondary Teacher Licensure Examination in 2004 - Philippines

Passed Civil Service Sub-Professional Examination in 2001- Philippines

Passed Underwriter  Licensure Exam administered by the Insurance Commission in 2000 - Philippines

Holder of UAE Driver’s license and Philippines Driver’s license

SPECIAL SKILLS

· Administering, scoring and interpretation of structure and non-structure tests,  preparation of accurate Psychological Report

· Selling skills

DUBAI, UAE- WORK EXPERIENCE
Document / Admin Assist./ Medical Receptionist
      Emirates Airlines

Temporary Staff


Musko-Skeletal/ Rehab Unit
Jan 15, 2015 – Aug. 6, 2015  



Medical Clinic Department

Reception 

1. Answer queries made through phone calls, email and walk-in patients and call center agents.
2. Provides assistance to the task given in a professional way and dealing with and resolving issues with aggressive patients
3. Booking appointments and assisting patients, staff as well as doctors. 
4. Preparing daily operational for Doctors/ Nurses, scheduling and distribution thereof.
5. Scheduling patient’s Physiotherapy schedule and Doctor’s schedule so that there would be less waiting time interval.

Documentation
1. Check the faxes received and sort out documents that needs to be scanned.
2. Write staff number, check whether the docs were already scanned and scanning documents to EMIS (eg. Lab results)
3. Sorting the scanned documents and put in the doctor’s tray.

4. Update the doctor’s tray daily (Check the doctor’s tray morning afternoon and late afternoon and send the docs which needs to be sent to EGHQ)

5. Attends emergency calls and answers enquiries of patients.
6. Files reports as per requirement into each patient’s profile.
7. Keeps track of referrals from EK doctors to specialists outside.
8. Maintaining small stationery stock in a cupboard in the Admin Area (DTC Clinic Branch) and provide stationery to all Admin staff at DTC Clinic.
Personal Assistant Allinque

Nov 1, 2013- Feb 1, 2014




Deira, Dubai

Duties and Responsibilities

1. Responsible for providing secretarial, clerical and administrative support in order to ensure that services are provided in an effective and efficient manner.

2. Answer queries made by the members through email or phone call

3. Provides assistance to the task given in a professional way

Executive Secretary/ Administrative Receptionist
MEDICO UAE

June 2013 – August 2013



Deira, Dubai
Duties and Responsibilities

1. Responsible for providing secretarial, clerical and administrative support in order to ensure that services are provided in an effective and efficient manner.

2. Prepare staff salary and facilitate the payment through WPS.

3. Process visa application, EID etc

4. Receive, direct and relay telephone messages and fax messages

5. Maintain the general filing system, documentation and file all correspondence.

6. Assist in the planning and preparation of meetings and conferences 
7. Maintain an adequate inventory of office supplies and assist in accounts
8. Answer inquiries, complaints, and any other issues from the suppliers and buyers through emails or calls
9. Make hotel and flight inquiries and bookings

10. Maintenance of Import correspondence and control of important documents/ records/ reports.

Archives Clerk



RASTI LARI GENERAL TRADING CO., L.L.C.

Jan. 2011- Mar. 14, 2013
Deira, Dubai
Duties and Responsibilities

Business Correspondence

1. Answer inquiries, complaints, and any other issues from the suppliers and buyers

2. Quotation inquiries, placement of new order

3. Track the necessary documents for a particular shipment accordingly.

4. Forward telegraphic transfer payment and letter of credit to suppliers

5. Maintenance of Import correspondence and control of important documents/ records/ reports.

Receptionist cum Secretary 

  1. Answer and transfer calls.

2. Make hotel and flight inquiries and bookings

      3. Other clerical work such as recording, classifying and filing of documents, typing, scanning etc
MANILA, PHILLIPINES -  WORK EXPERIENCE

Sales Executive/ Medical Representative
	1. SEL-J PHARMA Feb 2007 – Nov 2010 – PHILIPPINES

2. GREENLEAF / PHYTOTHERA INC. – Nov 2005 –Jan 2007 PHILIPPINES

	Duties and Responsibilities
1. Present and sell company products and services to current and potential clients. 

2. Collecting market intelligence, target customer information, new trends & updates.

3. Prepare action plans and schedules to identify specific targets and to project the number of contacts to be made. 

4. Responsible for all sales activities in assigned accounts or regions. Manage quality and consistency of   product and service delivery. Identify and resolve client concerns. 

5. Follow up on new leads and referrals resulting from field activity.
6. Identify sales prospects and contact these and other accounts as assigned. 

7. Prepare presentations, proposals and sales contracts. 

8. Develop and maintain sales materials and current product knowledge. 

9. Establish and maintain current client and potential client relationships. 

10. Prepare paperwork to activate and maintain contract services. 

11. Manage account services through quality checks and other follow-up. 

12. Prepare a variety of status reports, including activity, closings, follow-up, and adherence to goals. 

13. Communicate new product and service opportunities, special developments, information, or feedback gathered through field activity to appropriate company staff. 

14. Coordinate company staff to accomplish the work required to close sales. 

15. Develop and implement special sales activities 

	ADDITIONAL RESPONSIBILITIES
1. Participate in marketing events such as seminars, trade shows, and telemarketing events. 

2. Follow-up for collection of payment. 

3. Coordinate shipping schedules and delivery of merchandise and services. 

4. Provide on-the-job training to new sales employees.
Admin/Operation Staff

Extraordinary Development Corporation

February 2003- October 2005
      Duties and Responsibilities
1. Facilitate loans processing/ problematic accounts.

2. Follow-up buyers requirements; request and re-verify members status from PAG-IBIG. 

3. Assist buyer regarding loan inquiry; prepare weekly report to Data Control.

4. Handles office petty cash; maintenance of office staff attendance & leave report.

5. Monitoring   office supplies (stationery/kitchen)
6. Work closely with the sales team & compile data of sales activities.

7. Check & maintain personnel files, updates & keep confidential personnel’s information.  

8. Handles front desk, screens all telephone calls & fix appointments. 
9. Prepares and compose various internal memoranda.

10. Managing the Director’s diary, coordinating staff travel & accommodation.

11. Planning & organizing meetings as directed.


Account Executive


Metrologica International Inc.

June 2000- December 2002
       Duties and Responsibilities
1. Introduction/presentation of services and products to company (calibration/measurement of machines)
2. Visits/call regular clients and ask whether they had encounter problems regarding the products and services.
3. Follow-ups and prepares book of collection.
4. Handles current & prospect client’s inquiries over the phone/Telemarketing.

5. Maintaining contacts with current & prospect clients
PRACTICUM/ ON-THE-JOB-TRAINING

School Setting


Mapua Institute of Technology

November 1997-February 1998     Muralla St. Intramuros Manila

Company Setting


Mitsubishi Motors Phils.

April 1999-October 1999

Ortigas Ave. Extension Cainta, Rizal

Clinical Setting


Fundacion de Damas de Filipinas Inc.

June 1999-October 1999

Settlement House Quirino Ave. Paco, Manila

SEMINARS/ CONVENTIONS/ WORKSHOPS ATTENDED

Career Possibilities in PsychologyLetran Psychology Society

February 25, 1999

Labor Relations Seminar

Letran College


February 23, 1999

Leadership Skills Seminar

Letran College


February 23, 1999

Effective Presentation Seminar
Letran Psychology Society
February 15, 1999

Total Recruitment System

Letran College


February 15, 1999

Structured Learning Experience
Letran Psychology Society
December 6, 1997

12th Junior Affiliate Annual Convention of the Psychology Association of the Phils.

January 8-9, 1998 Psychology Association of the Philippines Junior Affiliate

Workshop 1: Anger Management



Workshop 2: Basic of Hypnosis for Self-Discovery


EDUCATION

2003-2004
Unit Earner 18 units

Siena College of Taytay

1996-2000
B.S. Psychology

Colegio de San Juan de Letran, Manila

1994-1996
B.A. Behavioral Science
Miriam College Foundation Inc.

1990-1994
Secondary Education
Cainta Catholic School

PERSONAL DATA

Civil Status:   Married




Visa Status:     Husband’s  Visa
Joining Date: Immediately



UAE Driver’s License:
YES
__________________________________________________________________________________________________
