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	Desired Position
	Secretary

	Objective
	Seeking to secure a stable position in an established company in the UAE to contribute towards the company’s success while maximizing my professional potential.

	Summary of Qualifications
	12 Years of professional experience in handling roles in Administrative, Human Resource& Recruitment, Real Estate and Marketing. 

Ability to work independently as well as in team environment and perform clerical assignments.

Has high regards for quality assurance of work.

Team player with good listening skills and innovative ideas.

Highly trainable with excellent communication, interpersonal and analytical skills.

Proficient in computer applications (Microsoft Office, Outlook and the Internet)

	Work Experiences
	June 01, 2014 – Sept 15, 2015    POINTMAN INTERNATIONAL SERVICES, INC.    Makati City, Philippines
Recruitment Specialist
Establishes recruiting requirements by studying organization plans and objectives; meeting with managers to discuss manpower requirements.

Builds applicant sources by researching and contacting community services, colleges, employment agencies, recruiters, media, and internet sites; providing organization information, opportunities, and benefits; making presentations; maintaining rapport.

Determines applicant requirements by studying job description and job qualifications.

Attracts applicants by placing job advertisements; contacting recruiters, using newsgroups and job sites.

Determines applicant qualifications by interviewing applicants; analyzing responses; verifying references; comparing qualifications to job requirements.

Arranges management interviews by coordinating schedules; arranges travel, lodging, and meals; escorting applicant to interviews; arranging community tours.

Evaluates applicants by discussing job requirements and applicant qualifications with managers; interviewing applicants on consistent set of qualifications.

Manages new employee relocation by determining new employee requirements; negotiating with movers; arranging temporary housing; providing community introductions.

Improves organization attractiveness by recommending new policies and practices; monitoring job offers and compensation practices; emphasizing benefits and perks.

Manages intern program by conducting orientations; scheduling rotations and assignments; monitoring intern job contributions; coaching interns; advising managers on training and coaching.

Avoids legal challenges by understanding current legislation; enforcing regulations with managers; recommending new procedures; conducting training.

Updates job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.

Accomplishes human resources and organization mission by completing related results as needed.

September  02, 2011 – March 26, 2014    TCI RECRUITMENT CORPORATION        Manila, Philippines
Executive Secretary cumMarketing/Recruitment Staff
Answers & screen phone calls and manages the General Manager’s mail

Schedules and monitors appointments, events and travel arrangements
Transcribe drafts, proofreads and revises correspondence, memos, flyers, agendas and minutes

Provides administrative support for documentary completion
Maintain adequate inventory of office supplies

Petty cash custodian

Responsible for sourcing of suitable candidates/applicants
Screen applicants for basic compliance with position qualifications

Meets walk-in applicants, collects and assess CVs

Obtain and assess all credentials submitted

Ensure that all vacancies are filled with suitable candidates on target time

Maintains an active and organized data bank of applicants for various positions

Drafts employment letters and contracts for selected applicants

Preparation of all the requirements needed for Visa Stamping and OEC Processing of workers

Coordinates with travel agencies for the ticketing/schedules of workers

Conducts briefing to applicants in the absence of the General Manager
October 15, 2008 – October 07, 2010      RBV REALTY HOLDINGS CORP.      Quezon City, Philippines
Marketing Supervisor

Prepares Monthly Sales Reports (SR001-006)

Collates and Analyze Daily Marketing Report

Assists Official Sales Agents/Referral Agentsand Marketing Assistant/s in closing the sale

Monitors Realty Competitors

Assists/coordinates branch staff on marketing events/activities

Monitors potential buyer/s thru branch staff

Monitors& updatesfacebook&ahyer! accounts

Monitors up/down of billboards, phasemarkers and other marketing collaterals 

In-charge of Email/Web queries

Sept. 20, 2004 – October 14, 2008         RBV REALTY HOLDINGS CORP.           Quezon City, PhilippinesExecutive Secretary/Personal Assistant(to the Managing Director)

Prepares and maintains calendar and activities

Create, transcribes and distribute meeting agendas and minutes
Set-up/coordinates meetings and conferences

Set-up travel arrangements (local and abroad)

Set-up travel arrangements and accommodations for company and personal visitors

Performs general clerical duties such as typing,photocopying,faxing,mailing and filing

Research, price and purchase office supplies and equipments

Answers telephone calls and handles it in appropriate manner

Monitorsdifferent promos of airlines and hotel subscriptions

Petty Cash Custodian

Consolidates and preparescorporate christmas lists/gifts (annually)
Monitors mobile charges of corporate/individual account subscriptions
Prepares the documents/checksfor the investors accounts and other payables

In-charge of messengers’ daily errands

Nov. 15, 2003 – June 13, 2004          SAWARI MEDICAL EQUIPMENT  LLCSharjah,U.A.E.        Secretary/Receptionist
Handling all incoming calls 

Entertain queries and needs in-person, phone-in and by e-mail

Preparing invoices for every product/s sold

Monitoring and safekeeping of cash sales

Monitoring bids/auctions available at tejari.come-marketplace
Filing and arranging office files

Oct. 15, 2002 – Oct 21, 2003          RBV REALTY HOLDINGS CORP.                   Quezon City, PhilippinesDocumentations Officer

Prepares all documentations (contracts)
Updates documentation reports

Reviewsdaily marketing report

Prepares index cards and files for sold lots

Updatessite development plan
Filing and maintaining buyers files

Sept 2001- Jan. 2002   AMA Computer Learning Center                        Quezon City, PhilippinesRegistrar’s Assistant [On-the-Job Training]

Preparation of different student forms such as Transcript of Records [TOR], Certifications, etc.

Encoding of student records

Assisting in processing, filing and sorting student files

Giving assistance during enrolment, examination and distribution of classcards


	Educational Background
	2000-2002                 AMA COMPUTER LEARNING CENTER                          Quezon City, Philippines
Business and Information Management

Most Outstanding Student of AMA-CLC Cubao S.Y. 2000-2002

Academic Excellence Award in Business and Information Management Course

Consistent Academic Scholar

	Personal Information
	Single, Female, 31 years old, November 29, 1983, Filipino, 5ft. 4 in. tall, 120 lbs., Roman Catholic


