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OBJECTIVE:
Seeking a position in the capacity of administration staff within a general business and diversified company, which will allow me to be a part bringing the following experience, skills and attributes.
SUMMARY OF QUALIFICATIONS:

•
A highly effective staff; able to communicate complex ideas clearly and concisely.

•
Versatile, results-oriented administrative staff.

•
Armed with solid communication and interpersonal skills to establish and interface good rapport both clients and staff.

•
Patient and hardworking with excellent interpersonal communication, customer service and office support skills.

•
Computer (MICROSOFT OFFICE Applications) and internet literate and able to acquire new technical skills easily.

•
Proficient in Filipino ,English and basic Arabic languages.

•
Can do multitasking and willing to spend long hours on the job, if needed 
Skills:

•
Team building

•
Analytical and problem solving and decision making 

•
Effective verbal and listening communications 

•
Computer skills including the ability to operate computerized accounting 

•
and word processing programs at a highly proficient level

•
Stress management skills

•
Time management skills
Employment Records:

•
Stratfor Security Agency
2nd Floor 191 Kaingin Road cor. Edsa
Quezon City, Philippines
HR Officer cum Administrative cum Payroll Officer
11 Aug. 2014 – October 23, 2015
Responsibilities:

•
Provides administrative support to the operations and client service team ensuring the effective and smooth running of day to day operations.

•
Ensuring successful day to day operations of the contracts and work assigned to the Field and Admin Operations.

•
Liaise with company staff, contractors and clients t identify and respond to their needs.

•
Coordinate, administer and maintain records to all clients’ agreement variations.

•
Maintaining documents reports and data.

•
Obtaining client feedbacks and all follow ups.

•
Filter all incoming calls.

•
End to end processing of company payrolls.

•
Updating and maintaining payroll records.

•
Liaising with staff and management on payroll related queries.

•
Maintaining leave, sickness and overtime reports.

•
Payroll administration.

•
Processing increases and calculations of cash bonds.

•
Calculation and processing of termination payments.

•
Qatar Maid Service ( ASTECO Qatar, LLC.)
Viva Bahriya 18, The Pearl Qatar
Doha, Qatar
Concierge – Receptionist
15 February 2012 – 30 June 2014
Responsibilities:

•
Provides information, advice, guidance and assistance to hotel guests in all manner of things, including hotel services, entertainment, recreation facilities, restaurants, luggage, transport, sightseeing etc

•
Responsible for greeting guests, welcoming them to the facility, and assisting them throughout their stay.

•
Perform office duties on a temporary basis when needed.

•
Project an approachable and professional image in personal appearance, and manner

•
Assure prompt and positive action on all resident complaints, questions, concerns and suggestions, as well as conduct quality assurance follow-up; respond to inquiries regarding services and building issues.

•
Listen and work with residents who present service opportunities that other staff employees cannot resolve. Attempt to resolve them and/or elevate to the Community Manager when matters are outside scope or ability.

•
Serve as information liaison to Community Manager.  Follow up with client to assure successful completion.

•
Use professional telephone etiquette in handling resident requests. Use work order system when necessary.

•
Assist and coordinate with new move-ins as necessary.

•
Provide administrative assistance with resident files, ledger cards, which may include information regarding current employment, work telephone, number of vehicles parked on property, license numbers, assigned parking number/permit, and emergency information.

•
Maintain key log and all applicable data sheets. Take ownership of all appropriately loaned keys to vendors, contractors, realtors, and guests.
Golden Genesis Dance Studio
Talent and Promotion
Quezon City, Philippines
Office Staff
2003 August – 2010 September

Responsibilities:

•
Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints.

•
Answer telephones, direct calls and take messages.

•
Compile, copy, sort, and file records of office activities, business transactions, and other activities

•
Operate office machines, such as photocopiers and scanners, facsimile machines, voice mail systems and personal computers.
Educational Background:
Tertiary

Rizal Technological University

Bachelor of Science in Business Administration

Major in Management

1995 - 1999
Personal Profile:
Age:

37 years old
Height:

5’2”
Weight:

114.4 lbs.
Date of Birth:
05 November 1977
Character reference available upon request.
I hereby certify that the above information is true and correct thru the best of my knowledge and belief
