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Professional Employment:
November 1, 2013 up to present
Prime Worth Real Estate
Admin cum Receptionist
Executive Assistant Function
· Support to the president and undertakes variety of tasks and responsibilities related to the management day to day operations of the company. 
· Make sure that President’s time is conserved by organizing all required activities and task efficiently. 
· Coordinating with all levels of internal management staff and external parties for the completion of special projects and assignments. 
· Organize and coordinate meetings, conferences and travel arrangements (Hotel and ticket Reservation). 
· Prepare Brief and assist the president on all internal and external meeting. 
Reception Function
· Received, screen and take down incoming telephone / fax message for the president. 
· Whenever appropriate, promptly advise and relay incoming telephone / fax message received to appropriate department heads / employee. 
· Answer questions and meetings request direct to the president. 
· Welcome visitor including clients, vendors, courier and other external parties, promptly advise the president of guests/visitors. 
· Checking the company emails from time to time and promptly directing the rest to the concerned persons. 
· Auditing and purchasing office and pantry supplies 
· Manages office supplies. 
· Posting ad’s in Dubizzle and maintain the property List Records. 
· Keep Commercial / Residential list up-to-date 
· Get paperwork ready for lease signings and more 
Admin Function
· Prepare and compose correspondences, memos, contracts and other administrative documents as directed by the president. 
· Organized, updating file correspondences, documents, title deeds, tenancy contracts, reports and other information for easy retrieval. 
· Ensure the safety and security of all the records and correspondences and systematic updates of business contracts and directory. 
· Coordinating with sales and project management department regarding admin matters. 
· Ensure knowledge of staff movements in and out of organization. 
June 1, 2013 up to September 2013
Kids Island and Cocoon Nursery
Jumeirah III Dubai U.A.E.
Teacher Assistant
· Assisting in the implementation of the daily program under the direction of the classroom teacher. 
· Assisting in planning and preparing the learning environment, setting up interest centers and preparing needed materials and supplies. 
· Assist with individual and/or group activities to stimulate growth of the children in social, emotional and academic areas. 
· Participate in all open houses and school programs. 
o Serve snack and lunch while helping children to learn how to help themselves. 
· Supervising the classroom when the teacher is out of the room. 
· Helping with general housekeeping of the classroom. 
· Assisting the teacher in any other appropriate ways. 
· Maintaining professional attitudes and loyalty to the school. 
· Supervising outside playground activities. 
· Helping with the operations of audio/visual aids. 
· Follow directions given by head teacher or immediate superior. 
October 18, 2012 up to May 2013
Simply Skin Medical Spa LLC
Al Gazal Mall, Al Wasl Rd., Intersection Al Diyafa Rd.
Satwa Dubai U.A.E.
Patient Care Coordinator
· Resolves all patient inquiries and concerns. 
· Strong interpersonal skills, dealing with a diversity of professionals, patients, and staff. 
· Can be flexible, equally effective working independently or with assistance. 
· Will provide all appointment inquiries from patients. 
· Effectively provide basic information pertaining to all cosmetic services in clinic. 
· Have the ability to sell consultations and retail with product knowledge. 
· Have solid knowledge of the computer software for clinic. 
· Ensure proper handling of all medical documents in the clinic. 
· Will schedule all meetings and appointments for Doctors/staff. 
· Provide check in and checkout services for all patients. 
· Proper billing and cash handling. 
February 9, 2012 up to August 2, 2012
Kandla Energy and Chemicals DMCC
Unit 2701 27th Floor Fortune Executive Towers,
Jumeirah Lake Towers, Dubai U.A.E.
Secretary / Receptionist cum Accounting clerck
· Responsible in answering telephone calls, take message, and transfer calls to appropriate individuals. 
· Handling business correspondence for customers and suppliers 
· Undertake administrational duties including preparing letters, presentations, memos, reports fax, email, photocopying and other documents processing duties as necessary. 
· Arrange on request, appointments, visits and travel arrangements for the department staff. 
· Compile and prepare reports incorporating information from variety of sources. 
· Maintain office supply inventory, orders supplies, monitors and processes payments. 
· Maintain a strong follow up on pending matters and coordinate with the concerned people in order to get the matters accomplished. 
· Maintain filling system for the identification, traceability and retrieval of all documents and provide projects with clerical support. 
· Handling day to day Petty Cash Expenses and maintaining daily Cash Book. 
· Preparation of Cheque and Cash Deposit Slips for depositing PDC`s and Cash on timely basis. 
· Making Cash & Bank Receipt Entries in Tally and preparation of daily expense vouchers. 
· Preparing the weekly and monthly sales report after handling the sales returns. 
· Handling documentation with respect to various activities. 
December 16, 2009 up to June 30, 2011
Beyond Innovation (Distributor of JBL& Harman Kardon Audio products)
TOPY’S place Bagongbayan Quezon City, Philippines
Channel Sales Officer
· Manage reports and integrate sales information on Volume and Value Sales. 
· Develop and accountable for volume efficiency programs to assigned channel/accounts. 
· Introduce and Implement sales program for sales increments and/or product introduction. 
· Oversight function on total account management: Sales and Business Reviews. 
· Executes business building programs to maintain or improve client support. 
· Consistently communicates with decision makers 
EDUCATION :
	1990
	- 1993
	San Sebastian College Recolletos Manila

	
	
	Bachelor of Arts major in Mass Communication

	1986 - 1990
	National Teachers College

	1980 - 1986
	St. Martin De Porres Catholic School


Additional Skills:
· Proficient in the following: 
· MS Office Applications (Word, Excel) 
· Microsoft Outlook 
· Email Writing 
· TallyERP 
HOBBIES & INTEREST:
· Loves traveling to different places, meeting people from various places and races, too. 
· Musically inclined, loves listening to music of various beats, and enjoys dancing, too. 
· Reads books in my spare time, likes novels and inspirational books. 
Personal Data:
Birth date
August 29, 1973
Birthplace
Manila, Philippines
Height
5’4
Weight
120lbs
Civil Status
Married
Visa Status
Employment Visa ( Transferable to Husbands Visa )
