HELEN
HELEN.249985@2freemail.com  
Objective:
To be able to work in an extremely challenging yet rewarding role, with the opportunity to utilize my experience and skills, in a highly reputable organization.
Key Competencies

· Outstanding customer service 

· High attention to detail 

· Critical Thinking

· Collaborative
· Professionalism 

· Positive attitude
· Resiliency
Job Qualifications and Skills

· Administrative support professional, experienced working in fast paced environment 
· Excellent organizational, technical, interpersonal and communication skills
· Knowledge in Microsoft Office (Word, Excel, Power point)

· Proven career history in a customer service based role 

· Proven tele-sales and marketing experience
· Fluent in both written and spoken English 
· Ability to multi-task and work under pressure
________________________________________________________________
Work History
SECRETARY CUM SALES COORDINATOR
February 2017 – up to present
Al bilad Industries Trading Company FZCO – Manufacturing Company and Fit Out / Interior Design Company
Jebel Ali Free Zone Area

Duties and Responsibilities:
· Places special orders with suppliers for the purchase and installation of items sold to customers;
· Prepares quotation from different clients and suppliers request of inquiries;

· Prepares reports, orders and management to General Manager;
· Records clients invoices in the system;
· Organizes and plans dealer exchanges together with the sales manager;
· Forward the information required to issue cheques to accounting;
· Follow up calls / telemarketing with old clients for their new requirements order;
· Prepares weekly and monthly sales report; 
· Prepares schedule of meetings for the sales manager;
· Responsible in responding to all inquiries via phone and emails;
· General office duties

· Perform other tasks based on management instructions.

OFFICE ADMINISTRATOR
December 2015 – January 2017

Emirates Home Nursing Company- Provides high quality of professional home care services
Dubai Media City, Dubai, UAE
Duties and Responsibilities:
· Enters all bookings on the system; 

· Managing the employees directory, schedules and filling all documents; 
· Update all nurses shift details onto the system; 

· Resolving issues of clients, nurses, drivers while ensuring it will not affect the business transaction of the day or succeeding periods;
· Perform Customer Service/Sales follow up calls;  

· To field incoming calls for customer queries, bookings, cancellations and complaints;  

· Deal with incoming and outgoing post, including assisting with the dispatch of information regarding payment collection;
· Provides immediate information over the phone for new client queries, whether received by telephone or email; 
· Manages bookings setting up appointment, change of timing, cancellation informing the nurse and driver and confirming by email with the client;
· Handles any cash, cheque and credit card received from drivers or nurses, in the absence of the Accounting Assistant and Accountant;
· Creating Availability reports; Quotations; 
· Responsible in responding to all inquiries via phone, email and chat line
· General Office Duties
EXECUTIVE ADMINISTRATIVE ASSISTANT
September 2012 – September 2015
LC Star Power Ventures Inc.
Manila, Philippines
	PA/Administrative Support to CEO
	Overall Administration of Boutiques transactions, Commercial operations.
	Prepare contracts and Suppliers coordination 

	Accounting Support
	Plan and control administrative budget
	Prepare payroll employee’s salary, cheques and bank transaction

	Document Controller
	Overall Administration of the construction firm
	Leasing, Construction requirements.


EXECUTIVE ADMINISTRATIVE ASSISTANT

March 2011 – June 2012
Doha, Qatar
	PA/Administrative Support to CEO
	Overall Administration of a Real Estate Agency, Leasing Department, Facility Management
	Prepare contracts, fillings and coordinates with Suppliers and Clients concern.

	Accounting Support
	Plan and control administrative budget
	Prepare payroll employee’s salary and bank transaction

	
	


EXECUTIVE ADMINISTRATIVE ASSISTANT 

September 2009 – Feb 2011
Quezon City, Philippines
	PA/Administrative Support to CEO
	Research and Marketing Development
	Monitor marketing department data base inventory and local marketing strategies..

	Document Controller
	Overall Administration Office
	Prepare proposal and company profile

	Accounting Support
	Plan and control administrative budget
	Prepare payroll employee’s salary and bank transactions.


OPERATION SUPERVISOR
June 2008 – February 2009
Pasay City, Philippines
	Accounting Support
	Plan and control administrative budget
	Prepare payroll employee’s salary, pricing arrangements, liquidation and monthly report for expenses.

	Cafe Inventory
	Coordinates with commissary regarding inventory details
	Deliveries of items

	Team Leader
	Monitor performance of employee’s
	


ADMINISTRATIVE BUILDING OFFICER
March 2005 – July 2007
Manila, Philippines
	Administrative Support to CEO
	Manage inquiries of clients concern, Facility Management
	

	Document Controller
	Overall Administration Office
	Prepare lease of contracts


CUSTOMER SERVICE REPRESENTATIVE

February 2004 – September 2004
Manila, Philippines
	Customer Service Support
	Receive and process orders for designated client’s 
	

	Document Controller
	Overall Administration of deliveries
	


CUSTOMER SERVICE REPRESENTATIVE
August 2001 – November 2001
Pasig City, Philippines
	Customer Service Support
	Overall Administration for customer complaints, returned or changed item
	

	
	
	


HUMAN RESOURCE STAFF

March 2000 – December 2000
Bacolod City, Philippines
	Accounting Support
	Plan and control administrative budget
	Prepare employee’s salary and pricing arrangement

	HR Administrator
	Recruitment and selection
	Monitor clients performance and maintain regular correspondence


OPERATION SUPERVISOR

March 1999 – December 1999
Bacolod City, Philippines
	Procurement
	Overall administration designated outlet performance
	


Educational Attainment:

College
:
1994-1998


B.S. CUSTOM ADMINISTRATION






John B. Lacson Colleges Foundation







Alijis, Bacolod City

