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Brief Profile:


An experience individual with background in performing variety of general office administration duties and providing support service for Technical & administrative Departments.

EMPLOYMENT RECORD
Purchasing Assistant/ Secretary Cum Account 
TMC General Contracting & Electromechanical Company LLC 
           AND

Gujjar Transport Co. L.L.C. 
Umm Al Quwain – UA.E.
July 07-2013 to August 2015
Responsibilities:
· Great knowledge of office practices and procedures; Recordkeeping systems;     
· Preparation for monthly salary and overtime         

· Perform filing, receptionist, recordkeeping and other related clerical tasks. 

· In-Charge telephone calls; Responding emails, customer’s inquiry.

· Assists visitors and customers courteously & attend to their needs.

· Establish and maintains office files, logs, indexes, control records or other information concerning work under the supervisors control

· Preparing Quotations and LPO.
· Handling & responsible for all documents.
· Preparing compliance statement with every materials product.

· Responsible for monthly invoices

· Submit monthly progress report for all vehicles to the managing director
· Received daily  delivery note to all drivers

· Responsible for keeping all company files accurately and systematically
· Responsible for call or follow-up all drivers to submit all Deliver Notes to the office before end of the month.
· Preparation of payment details

· Officer-In-Charge in delivery notes

· Assisting the purchasing manager 

· Preparation of trip details, computation of overtime and extra commission

· Assist in Preparation of monthly payroll

· Checking the total amounts of quotations and  LPO’s 

· Answer queries from clients.

· Other task assigned from time to time 

· Sending price inquiry and follow up the quotation 
Secretary cum Receptionist / HR Assistant
Local Engineering Office – Consultant Engineering

Patron Travel & Tourism – Travel Agency 
Al Jafliya - Dubai, U.A.E.
Feb.22, 2012 till June 18, 2013
    Responsibilities:
· Handling reception – all incoming communications (fax, calls and emails).
· Preparation the documents for company renewal license.
· Arrange conferences, meetings, and travel reservations for office personnel
· Maintain record data for each employee, including such information as addresses, absences, performance, and dates of and reasons for terminations.
· Handling all in & out documents, maintains fax in and out master file, emails, etc.

· Performing day-to-day administrative tasks such as maintaining information files and processing paperwork.
· Distribute quality system documents to all engineers and architect internally and keep evidence of the controlled documents.

· Screens / evaluate emails and transmits to concern department

· Taking down the dictation, editing and typing letters, memos, reports and spreadsheets.

· Organizing, scheduling and confirming meetings & appointments of the GM.

· Maintaining communications with vendors for all administrative requirements of the office.

· Documentation and preparation of other documents which require for import shipments.
· E-mails replies to internal & external clients. 
· Registering of Internal and External documents.

· Responsible for keeping all company files accurately and systematically.

· Purchased and maintained office equipment

· Assisted guests and other employees with resolving problems and answering questions.
· Hotel reservation and air fare for the clients.
· Calling hotel for guest reservation or booking
Secretary cum Accountant
Al Fadel General Contracting Company

Umm Al Quwain, U.A.E.

Nov. 25, 2008 – Dec. 23, 2011
        Responsibilities: 

· Checking  Bill of Quantity 

· Preparation of sub-contract payments 

· Preparation of payment details

· Preparation of  statement for each site
· Calculating the total Cost when the projects finish

· Attending telephone calls

· Assisting all Engineers 

· Maintain register of all incoming and outgoing faxes and its distributions

· Prepares letters to the consultants as and when is required 

· Filling / sorting sales invoices, correspondence etc.

· Attending to the visitors and guest 

· Perform filing, receptionist, recordkeeping and other related clerical tasks. 

· Work under minimal supervision and prioritize work. 

· Provide direction to other clerical personnel. 

· Speak, write and understand English language. 

· Take and record dictation for letters, reports, and other correspondence and to transcribe these notes into finished copy, depending upon position. 

· Prepare correspondence and other documents in a variety of formats.

· Use word processing equipment and/or software applications on personal computer. 

· Communicate with others and to assimilate and understand information, in a manner consistent with the essential job functions. 

· Operate assigned equipment. 

· Make sound decisions in a manner consistent with the essential job functions. 

SELF APPRAISAL

·  Can learn quickly the necessary details of works.

·   Ability to cope up with different situations.

·   Very good temperament and enjoys challenges.

·   Co-operative, innovative, hardworking and leadership competence.

·   Good communication skills and ability to interact well with subordinate work-force.

·   Possess the necessary dynamism to achieve best results.

·   Ability to adapt to a changing environment and work under pressure.

·   Successful as a team player evidenced in doing a project in groups.
EDUCATIONAL ATTAINMENT
College

            Associate Hotel and Restaurant Management

            University of Cebu, Sanciangko St. Cebu City
Skills:  Microsoft words, Excel, Outlook, Internet Surfing, Fucos Software
PERSONAL BACKGROUND
            Date of Birth

:
May, 3, 1981

            Place of Birth

:
Lapu-Lapu City

            Height


:
5’2”

            Sex


:        Female

            Civil Status

:        Single

            Religion


:
Roman Catholic 

 CHARACTER REFERENCE
I hereby certify that the above information are true and correct as to the best of my knowledge.
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