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CAREER OBJECTIVE:

To grow with the company and prove as an asset by building my skills for professional as well as personal growth& my personality and gain skills and knowledge essential for my career advancement.

Energetic, proactive, result oriented with the ability to quickly establish relationship with everyone.

Determined, Flexible, Hardworking, Dynamic Person, Independent, Can Easily Adapt To Change and Goal Oriented Person.

QUALIFICATIONS:

· Excellent office administration skills.

· Excellent MS office applications.
· Average typing speed of 40-45 WPM.
· Excellent interpersonal and communication skills.

· Excellent customer service skills.

· Excellent sales and negotiation skills.

· Natural ability to work both alone or as part of a team.

· Strong multitasking skills.

PROFESSIONAL WORKING EXPERIENCE:

MJA INTERIORS

Sharjah, U.A.E.

(June 2013 – October 2015)

As HR Assistant/Office Administrator
· Monitoring and preparing monthly attendance for all staffs in all department and overall working time hours of workers at site for salary purposes.
· Assisting Accounts for preparing monthly payroll & salary slip for employees.
· Prepares office memorandums for all workers/staff.

· Maintains& update all employee’s record in database and all kinds of forms such as annual leave, emergency leave and accounts form, etc.

· Assigned to schedule interview for all shortlisted applicants for any open positions.

· Assessing new applicant up to its releasing of visa once his chosen.
· Responsible in organizing all required documents for visa applications.
· Responsible in booking of tickets for staff and workers for annual vacation leave/emergency leave.
· Deposits’ employment visa in airports for the arrival of new employees.

· In charge of collecting all documents/parcel delivered to company PO Box& distribute to the concerned persons.
· Preparing contract agreement, quotations, letters, memos, invoices and vouchers.
· Receiving deliveries and submits invoices to accounting department for the payment.
· Handles petty cash, preparing cheque& payment whenever it’s necessary.
As Sales Support Executive
· Responsible to generate customer invoices on a daily and monthly basis and ensure to gather accurate information and monitor until the invoice submitted to customer.

· Responsible for daily payment follow-up by telephone to determine the delay of payment and give proper payment allocation to accounts receivable.

· Prepare statement of account according to work completed.
As Secretary/Receptionist/Document Controller

· Greet and assists daily visitors such as clients/suppliers and workers.

· Overall in charge of the main reception area ensuring cleanliness and proper orderliness.

· Arrange for collection and received documents from local and international courier company.

· Performs general clerical duties including but not limited to photocopying, fax, mailing and filing.

· Received and sorted incoming communications and send E-mails.

· Performs all other duties that will be assigned by immediate Superior from time to time.

· Direct reporting to the Managing Director, arranging and booking of appointment/meetings.
· Arrange the conference room whenever there are scheduled presentation from preparation of needs and guest refreshments.

· Input document data into the standard registers ensuring that the information is accurate and up to date.

· Overall documentary (project files, account files, HR/Admin files) and organizer.

As Assistant Purchasing Executive

· Maintain complete updated purchasing records/data and pricing in the system.

· Coordinate with suppliers to ensure on-time delivery.

· Source, select and negotiate for the best purchase package in terms of quality, price, terms, deliveries and services with suppliers.

· Negotiate for best purchasing package (in terms of quality, price, term, delivery and service) with suppliers and sub-contractors assigned.

· Purchase and issue order in accordance to specification.

· Provide status reports to management. 

· Perform general clerical duties.

· Maintain electronic filing systems. 

· Setup and coordinate meetings.

· Support staff in assigned projects.
JOSEPH ADVERTISERS

Sharjah, U.A.E.

(January 2011 – May 2013) 

As Secretary cum Client Servicing Executive
· Provide secretarial services to the Office of the Manager such as handling phone calls, receiving and filing/sending fax messages, keeping track of the daily schedule of the Manager and preparing all the necessary documents for his business travels and appointments.
· Record and arrange meetings of the manager
· Provide superior customer service for interested and potential clients 
· Send feedbacks to newly acquired clients
· Prepare quotations, letters, reports, invoices, payment vouchers & receipt vouchers
· Follow up quotations & update the status
· Preparing weekly/monthly/yearly sales report
· Perform general office duties such as ordering supplies and maintaining records management systems
· File reports and other important documents
· Coordinate with clients with regards to their accounts and problems
· Handling petty cash and cheques.
BRONZE WING TRADING

Dubai, U.A.E.

(February 2010 – December 2010)
As Receptionist

· Receive and screen all incoming and outgoing calls and transfer them to the persons in charge
· Provide superior customer service for interested and potential clients 
· Obtain basic and necessary informations of customer or clients before answering their queries
· Send feedbacks to newly acquired clients
CHI MEI OPTOELECTRONICS
Tainan, Taiwan

(October 2007 – October 2009)
As Technician/Assembler (LCD/Laptop)

· Send feedbacks to newly acquired clients
· Perform a wide variety of optical, electrical, electronic or electro-mechanical assembly operations
· Follow standard operation procedures in assembling the products
· Perform assembly, adjustments and final testing to meet engineering specifications
· Read and interpret drawings to ensure proper assembly and functionality of assemblies
· Analyze and resolve work problems, and/ or assist co-workers in solving work problems
· Promote the products for fast disposals or sales
· Responsible in checking finished products for good quality
MUNICIPALITY OF CABA
La Union, Philippines
(Jun 2005 – Sep 2007)
As Administrative Clerk

· Open, sort, and distribute incoming correspondence, including faxes and email
· File and retrieve corporate documents, records, and reports
· Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work
· Record minutes of the meeting of mayor and members
· Prepare agendas and make arrangements for committee, board, and other meetings
· Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet and database
EDUCATION:

Tertiary

Jun 2001 – Mar 2005
Lorma Colleges, 




La Union, Philippines




Graduate 




Bachelor of Science in Information Technology

PERSONAL DETAILS:

Date of Birth

June 12, 1983


Sex                             
Female

Status


Single

Nationality                
Filipino

Languages Known
English, Tagalog, Basic Mandarin

Character Reference is available upon request.

