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	Position Desired:  Administrative Assistant/Secretary 


	OBJECTIVE:
	

	To be employed as an effective individual working in a competitive company and apply my knowledge and skills learned from experiences and university.



	PROFESSIONAL ATTRIBUTES  & SPECIALIZED SKILLS:
	

	· Readily develop rapport with clients &staff 

· Thorough understanding of the necessary principles of recordkeeping, copying, faxing, mailing and filing

· Demonstrated ability to process received and outgoing mail manually and electronically

· Profound ability to work effectively either alone or as part of a team

· Knowledgeable in Microsoft Office Applications, Microsoft Excel, Microsoft PowerPoint, Internet & Email

· Dedicated & hard-working individual

· Highly skilled in receiving and forwarding telephone and electronic inquiries

· Good writing, analytical and problem

	CAREER PROGRESSION:
	

	 May 01, 2013 - 
 May 12,2015
	 Secretary cum Receptionist – Bin Mansour Group, P.O. Box 46992,Airport Road, Abu Dhabi, UAE

	
	· Performs experience level of secretarial tasks of a confidential nature including but not limited to producing letters, reports, memorandums, etc. via the computer; makes photocopies, files, distributes mail, etc.

· Proofread, verify, and review materials, applications, records, and reports for accuracy, completeness, and conformance with established standards, regulations, policies, and procedures; ensure materials, reports, for signature are accurate and complete.
· Maintain accurate and up-to-date offices files, records, and logs for assigned areas; develop, prepare, and monitor various logs,
· Receives screens, directs and makes telephone calls. Arrange meetings & travel reservation for office personnel and staff for annual leave.
· Preparing Bank Transfer & clearing of cheques request to the drawing bank as per Accountant advised as approved by Finance Manager & other related correspondence.

· Compile reports for records of supplier's statement of accounts and maintain confidential related office information.

· Communicates with suppliers, clients, or any other persons in order to give or obtain information related to area of activities. 
· Receive and mail packages and letters; Track and follow up on shipping and receiving

· Compile supplier's invoices for rechecking and releasing cheque, S.O.P.

· Receive, route, sort, and process mail.

· Assist Accountant with the day to day transaction.

	April 24, 2011 –

April 25, 2013
	 Secretary - Electronics Division, AL SAFEER Group of Companies, PO Box 22320,

                   INDUSTRIALAREA1, Sharjah,UAE

	
	· Serve as secretary to the assigned supervisor; greet visitors and answer telephone, provide information; keyboard correspondence and related matters; prepare and maintain files and records.

· Prepare general correspondences, memorandums, reports, schedules, purchase orders and other materials from rough draft, copy, marginal notes or verbal instruction.

· Check and review a variety of data for accuracy, completeness and conformity to established standards and procedures.

· Compile and produce statistical information and reports.

· Requisition supplies and materials for office and office copy equipment.

· Receive, route, sort, and process mail.

· Perform multi-pragmatic tasks successfully.

· Operate standard office equipment to include word-processing and data processing equipment, copiers, laminators, etc.;

· Maintain confidential information of office related information.

· Verify information on timecards and make appropriate corrections.

· Input and verify posting of leave requests.

· Allocating & Activating ETISALAT Sim Cards of Customers.

· Sending GRN & Credit Note to suppliers.

· Making, sending & Rechecking LPO in the system for Suppliers.

	   Aug. 2008 - 
March 21, 2011
	 Accounts Bookkeeper cum Teller - Money Mall Rural Bank, Poblacion Mabini, Comval Province,

 Philippines

	
	· Post the day's transaction to the subsidiary ledgers and make run-ups monthly summary to reconcile the following account which may consist of:

            a. Accounts Receivable Subsidiary Ledger

            b. Handle all aspects of Accounts Payable

            c. Due from other Banks

            d. Income &Expense Subsidiaries

· Prepare Cashier's Checks for client's cash advances.

· Prepare COCI deposit slip for the depository bank. Ensure that all COCI transaction daily is tally with the logbook and teller's record.

· Prepare schedule of Bank Reconciliation within first five working days after end of reference month.

· Prepare and keep COCI register.

· Submit to the Compliance officer Weekly schedule of Due from other banks.

· Assist the Bookkeeper with the day to day transaction.

· Monthly payment of bills and reconciliation of Accounts Payable.

· Prepare monthly listing of Accounts Payable &Accounts Receivable.

· Prepare Consolidated Report on Available Reserve.

· In-charge of accepting deposits and dispense exact amount of cash on withdrawals

· Check how much money is in the vault of the bank

· Check the cash reserve in the morning before it starts and in the evening once the bank closes.

	Awards, Seminars, Trainings & Shows Attended:
	

	
	Daman Insurance Policy Seminar, Medscope Diagnostic Centre, Emirates College Bldg.

Hamdan St, Abu Dhabi; July 11, 2013

Basic Tellering, Money Mall Rural Bank, Marex Beach Resort, Tambo, Babak Igacos ,

November 27, 2010

Annual Planning , KYC, AMLA & Risk Management Training, Money Mall Rural Bank,

Marex Beach Resort, Tambo, Babak Igacos, November 27-28, 2010

Pre-Employment Seminar for Local Applicants, University of Mindanao (UM) Tagum Collage of Business Administration, Tagum City, Philippines, 

December 15, 2007


	Government Service Insurance System (GSIS) Seminar and Orientation, University of

Mindanao (UM) Tagum College of Business Administration, Tagum City, Philippines, March

17, 2007

Excellent Crew Trainer Award and Core Value Teamwork Award, JOLLIBEE Foods

Corporation, National Highway, Tagum City, Philippines, July2007



	EDUCATIONAL ATTAINTMENT:
	

	 Bachelor of Science in Commerce major in Management Accounting Graduate, University of Mindanao (UM) Tagum College,
 Tagum City, Philippines, Academic Years 2003-2008

	ORGANIZATION AFFILIATIONS:
	

	 JFMAP Member, UM Tagum College

 PUNLA Music Guild Member, UM Tagum College

 PEER Counselor Club Member, UM Tagum College

	PERSONAL DETAILS:
	

	Nationality:            Filipino

Date of Birth:         27th June 1986

Age:                      29
Marital Status:        Married

Religion:                Christian

Languages:            English & Tagalog (Filipino)

Visa Status:            Visit Visa (Transferable)
Availability to Join:  Immediate

	REFERENCES:
	Will be furnished upon request


