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OBJECTIVE:
To obtain a position in a well-established company using a positive attitude, great attention to detail and accuracy, and a desire to succeed in a fast-paced environment to make a difference in the office administrative procedures.
CAREER PROFILE:
A well qualified person having experienced in handling mid-management administrative assignments with proven ability in enhancing operational efficiency, maximizing operating funds and affect team productivity.
SKILLS:
· Outstanding supervisory, communication and interpersonal skills 
· Highly developed knowledge of accounting principles 
· Strong ability to manage conflicting and changing priorities 
· Established organizational skills 
· Good judgment, tact and discretion 
WORK SUMMARY:
Administrative Officer
Hospitality Dynamics JLT
Dubai, UAE
July 23, 2015 – present
· Maintain management information system 
· Review and answer correspondence 
· Provide admin support to the Chief Executive Officer and Directors 
· Undertake office telephone reception, including taking messages for other staff. 
· Operate manual and computerize office systems, filing documents and maintaining databases. 
· Visa processing 
· Handles petty cash, prepare purchase orders 
· Undertake general office duties: 
o  Dealing with post, faxes and internal and external e-mail enquiries
o Drafting and sending standard letters on behalf of the Executive Director o Photocopying and collating papers and mailings
o Arranging for documents to be printed/bulk printing arrangements o Monitoring stocks of basic items, stationery, paper, toner etc.
o Ordering stationery, periodicals, books, kitchen supplies and other items o Arranging travel and hotel accommodation on a frequent basis
o Liaising with suppliers and maintaining excellent professional relationships externally 
Executive Office Administrator
Partner & Partner Advertising
Abu Dhabi, UAE
May 18, 2008 – February 11, 2015
· Provide administrative support to the General Manager 
· Create expense reports, budget and filing systems 
· Managing the day-to-day operations of the office 
· Maintaining and organizing files and records 
· Planning and scheduling meetings and appointments 
· Managing projects and conducting research 
· Preparing and editing correspondence, and reports and other confidential materials 
· Update and maintain accounting journals, ledgers and other records detailing financial business transactions (e.g., disbursements, expense vouchers, receipts, accounts payable) and manage expenses. 
· Preparation of management contracts, listing of sales agreements and new business proposals. 
· Preparation of Quotation, Purchase Order and Invoice 
· Handling HR responsibilities such as Visa Processing, Health Insurance, License renewal, and etc. 
· Prepare materials used in presentation and make travel arrangements 
· Negotiate with suppliers, purchase supplies and managed stockrooms. 
· Train new staff members. 
· Coordinating and following up with clients and suppliers for payment 
Bank Teller / New Accounts Clerk
Malayan Bank
Cavite Philippines
Jan. 2007 – April 2008
· Receive and count working cash at beginning and end of shift 
· Identify customers, validate and cask checks 
· Accept cash and checks for deposit and check accuracy of deposit slip process cash withdrawals 
· Perform specialized tasks such as preparing cashier's checks, personal money orders, issuing traveler's checks and exchanging foreign currency 
· Perform services for customers such as ordering bank cards and checks 
· Receive and verify loan payments, mortgage payments and utility bill payments 
· Record all transactions promptly, accurately and in compliance with bank procedures 
· Balance currency, cash and checks in cash drawer at end of each shift 
· Answer inquiries regarding checking and savings accounts and other bank related products 
· Attempt to resolve issues and problems with customer's accounts 
· Initiate and open new accounts 
· Explain, advise on and promote bank products and services to customers 
· Identify referral opportunities and make relevant referrals 
· Ensure compliance with all internal controls and established policies and procedures 
HR/Admin Assistant
Eightech Mfg. Corporation
Cavite, Philippines
Sept. 2000 – Dec. 2006
· Provide HR and general administrative support 
· File employee-related documents, answer department telephones, relay messages and distribute information to employees 
· Scheduling meetings and appointments, making travel arrangements and processing expense reports 
· Handle essential recruitment tasks, including posting job openings, reviewing resumes, calling candidates and scheduling interviews. 
· Read and analyze incoming memos, submissions, and reports to determine their significance and plan their distribution 
· Open, sort, and distribute incoming correspondence, including faxes and email 
· File and retrieve corporate documents, records, and reports 
· Greet visitors and determine whether they should be given access to specific individuals 
· Prepare responses to correspondence containing routine inquiries 
· Handling office stationery, ensure attendance records in the office, maintain confidentiality while handling office documents, files/papers and monitor the mails/faxes that concerned departments 
· Reporting directly to the President 
EDUCATION:
Bachelor of Science in Business Administration
-Major in Management
Adamson University, Manila, Philippines March 2000
SEMINARS & TRAININGS ATTENDED:
Regional Educational Institute, Abu Dhabi, UAE
· Manual Accounting 
Eightech Tectron Co., Ltd., Tokyo, Japan
· Familiarization with Reflow Machine Parts 
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