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PROFILE:
Bachelor of Business Management Graduate with more than fifteen (15) years of Middle East work experience seeking a position where I can utilize my knowledge and experience and share my capabilities for the growth, profitability and success of the business.
________________________________________________________________________________________________________​​​​​​​​​​​​​​​​​​
PERSONAL DATA

Nationality:



Filipino
Education:



Graduate of Bachelor of Business Management






University of the Philippines Cebu College, Batch 1995 – 1999
________________________________________________________________________________________________________

PROFESSIONAL EXPERIENCE

April 2015 – recent

ESHA, Abu Dhabi, UAE (Saladmaster Dealership Office)

Executive Assistant to the Owner

Energy Star Household Appliances (ESHA) is the dealership office of SALADMASTER healthy cooking system in Abu Dhabi.

I report directly to the Owner of the dealership office – the Master Dealer.

Administrative and Office Management 

· Telephone Operator 

· Data encoder 

· Manage Contact Database

· Receive and organize courier services

· Personal Assistant to Owner 

· Act as the Owner’s first point of contact and liaise with people from both internal and external organizations

· Responsible for the upkeep and maintenance of the Owner’s office and ensure that all office equipment and facilities are in working condition

· Responsible for maintaining and ordering stationery and grocery supplies for the company. Ensure that ample supply of stationery and grocery items are maintained 

· Coordinate incoming and outgoing communication and documentation, including distribution as appropriate, obtaining background information and preparing replies on behalf of the Owner

· Administer all forms used by the business

· Scanning and Photocopying as and when required

· Electronic and Hard Copy Filing

· Execute any other duties as instructed by the Owner

Public Relations Support

· Effectively communicate all UAE visa requirements and procedures to employees in writing and verbally

· Coordinate with Typing Center and the PRO on Visa applications: UAE work permit/employment/residence visas 

· Coordinate and Arrange medical tests for employees 

· Coordinate and Liaise with the insurance company for issuance of Medical Insurance Cards of employees 

· Coordinate and Process Emirates ID cards for employees

Credit and Collection Management

· Processing of Sales Order

· Approvals of deals for delivery

· Coordination of Returned/Cancelled Deals and Upgrade/Downsize

· Liaison with Financing Company / Personal Financiers

· Manage all-related Cash Transactions, Bank Transactions, Credit Card Transactions and Petty Cash Transactions

· Collection and Follow Up with customers on Cash, Credit Card and Cheque Deposits and Payments 

· Preparation and Distribution of Commissions

· Weekly/Monthly Sales/Collection Report
Jan 15, 2011 – March 31, 2015
Gulf Connection LLC, Abu Dhabi, UAE


Office Manager / Executive Assistant to the Chairman
Gulf Connection is a local service agency and business consultancy set up in accordance with the company laws of the United Arab Emirates and the Abu Dhabi Chamber of Commerce, to provide support to international companies, wishing to do business in the Emirate of Abu Dhabi, the UAE in general and the greater GCC.  

I report to the Chairman and assist the General Manager, Business Development Manager, Finance Manager, Public Relations Officer of Gulf Connection as well as provide administrative support to our various VIP customers from US, UK, Netherlands, Germany, Belgium, Spain, Brazil, Saudi Arabia, etc. I also provide support to our branches in Qatar, Kuwait, Oman, Saudi Arabia and Morocco. 

Further, I act as liaison with the other companies that our Chairman owns, i.e. New Art Contracting in Abu Dhabi-UAE, New Art Interior Design in Rabat-Morocco and Aluminum Link in Abu Dhabi-UAE.

Project Support and Business Development

· Work closely and assist the Chairman, General Manager and Business Development Manager in the research for details of new projects and new tenders in Abu Dhabi, Qatar, Kuwait, Oman, Saudi Arabia and Morocco

· Communicate with Customers on their interest for new projects and new tenders

· Introduce and arrange meetings of Customers with key Clients in Abu Dhabi

· Maintain our excel data base of projects and tenders for future traceability

· Coordinate with the key Clients in Abu Dhabi for the procedure and requirements needed in pre-qualifying and registering our Customers for tenders and projects and, do the process accordingly

· Support in the preparation and collation of documents, as required 

· Maintain our excel data base of pre-qualification / registration procedure 

· Responsible for tracing and following up the Chairman’s Action Plan to ensure completion of key areas

· Assist the General Manager in drafting, preparation of contracts and follow up with Customers on the status of these contracts

· Find out detailed information on potential Customers

Administrative Support and Office Management 

· Receptionist – meet, greet clients and direct them to contacts and service areas

· Telephone Operator – answer, screen and forward telephone calls

· Data encoder – typing and inputting data

· Manage Contact Database

· Receive and organize courier services

· Personal Assistant to Chairman and General Manager 

· Act as the Chairman and General Manager’s first point of contact and liaise with people from both internal and external organizations

· Responsible for maintaining & managing the Chairman and General Manager’s daily calendar and schedule

· Organize details of meetings, agenda, conferences and exhibitions and ensure the Chairman and General Manager are well prepared

· Plan, organize and arrange the Chairman and General Manager’s travel itinerary including but not limited to ticket and hotel bookings, car reservation, visa processing and other documentations related to travel 

· Responsible for the upkeep and maintenance of the Chairman and General Manager’s office and ensure that all office equipment and facilities are in working condition

· Responsible for maintaining and ordering stationery and grocery supplies for the company. Ensure that ample supply of stationery and grocery items are maintained 

· Coordinate incoming and outgoing communication and documentation, including distribution as appropriate, obtaining background information and preparing replies on behalf of the Chairman

· Administer all forms used by the business

· Pivot role in the recruitment of new staff, posting vacancies, initial screening, organizing interviews and preparing contracts

· Coordinate with recruitment agencies/job sites and communicate with candidates to qualify suitability

· Maintain Personnel Files (Attendance Record/Leave Record, etc.)

· Work as Liaison Officer between the management and the staff 

· Scanning and Photocopying as and when required

· Electronic and Hard Copy Filing

· Execute any other duties as instructed by the Chairman and General Manager

Ad-hoc Administrative Support

· Provide support and assistance to the Chairman and General Manager and their families in any administrative and coordination tasks as and when required (i.e. Schools Transactions, Ticket Reservation, Hotel Reservation, Car Reservation, Visa Arrangements, Purchase of Equipment, etc.)

· Act as Agent/Administrator of all our Chairman’s Real Estate Properties (i.e. 3 Units at Golf Gardens, 2 Units at Al Zeina, 1 Unit at Al Ghadeer, 1 Unit at Al Raha Gardens Khannour, 1 Unit at L’Orangeraie, Morocco and 1 unit at Ansam, Yas Island)

Accounts Support 

· Prepare, process and reconcile invoices and ensure timely payment 

· Look after the company Local and Foreign Receivables as well as Local and Foreign Payables including preparing cheques for Chairman’s approval and delivering the cheques to the recipients

· Deposit income to the bank and coordination with the bank

· Administer petty cash documentation and claims 

· Administer and update Asset Register

· Create good business relationship with suppliers and working on getting better price deals 

· Scan and photocopy all relevant documents and ensure that these hard copies are also filed electronic
Public Relations Support

· Effectively communicate all UAE visa requirements and procedures to employees and customers in writing and verbally

· Coordinate with Typing Centers on Visa applications: UAE work permit/employment/residence visas, Renewal/transfer of UAE visas, foreign visas required for business travel and coordinate with the PRO for collection of documents from typing centers and submission of the documents to the relevant government authorities

· Coordinate and Arrange visa cancellations for terminated or resigned employees

· Coordinate and Arrange medical tests for employees and customers

· Coordinate and Liaise with the insurance company for issuance, addition and cancellation of Medical Insurance Cards of employees and customers

· Coordinate and Process Emirates ID cards for employees and customers

· Coordinate, Prepare and Follow up on the necessary documentation for company trade licensing. Upload the relevant requirements for new license, renewal of license, cancellation of license and amendment of license. Coordinate with the relevant authorities.

· Maintain our excel data base of monitoring licenses and certificates

· Coordinate, Prepare and Follow up on the necessary documentation for the licensing of all the vehicles. Apply vehicle .
· Coordinate, Prepare, Submit and Follow up on CNIA (Critical National Infrastructure Authority) applications for clients

· Collect mails from post and distribute to relevant people

Client Support

· Provide Secretarial Support as and when needed

· Miscellaneous Support as and when needed

Aug 16, 2009 – Jan 13, 2011
Arabian Construction Company, Abu Dhabi, UAE
Human Resources Secretary

Arabian Construction Company (ACC) is a dynamic and progressive organization that has grown to become a leader in its industry. ACC has been operating since 1967, through a comprehensive regional network throughout the Middle East. From power generation and desalination plants, to factories, hotels, hospitals, and intricately sophisticated smart buildings, ACC's track record is a prestigious list of efficiently delivered projects.
I report directly to the Sr. Human Resources Manager and, provide full support to the Compensation and Benefits Manager.

Support to Human Resources Department (including Training & Development as well as Recruitment Team), Compensation & Benefits Unit (including Payroll, Time Keeping and SAP Administration Team)

· Prepare and register systematically the following outgoing communication for easier identification and retrieval. Scan and email these outgoing communication for distribution:

· Visa / Labour Approval / Gate Pass Requisition, Air Ticket and Accommodation Arrangements, and Arrival Notification for New Recruits, Transferees, Summer Interns, Part-Timers, and as advised by HR Manager.

· Salary Revision, Salary Increment after Probation, Re-designation, Promotion, Transfers, and as advised by Sr. HR Manager.

· Requisition / Confirmation of Employee Air Ticket Entitlement, House Rent Allowance, Furniture Allowance, Transport Allowance and related arrangements as advised by Sr. HR Manager.

· Experience Certificate, Internship Certificate, Appreciation Letter, Recommendation Letter and other Certification as advised by Sr. HR Manager.

· Acceptance of Resignation, Non-Acceptance of Resignation, Withdrawal of Resignation and Termination of Services as advised by Sr. HR Manager.

· Response to Employee Grievances and Queries as advised by Sr. HR Manager.

· Correspondences to Insurance Company regarding Medical Insurance Coverage (i.e. Medical Reimbursement Claims, Addition / Cancellation of Medical Insurance Coverage, and as advised by Compensation and Benefits Manager).

· Notification to employees on Incomplete / Missing Documents against Medical Reimbursement Claims 

· Memorandum on Salaries and Final Settlement, and  as directed by the Compensation and Benefits Manager

· Coordinate with the HR Coordinator / Sr. Time Administrator / HR Receptionist and / or with the concerned employees for the acknowledgement of the above communication

· Photocopy the above and maintain hard copies in file

· Responsible for SAP-based Purchase Requisitions that are related to HR Department, Recruitment, Training and Development, Compensation and Benefits, and Employee Relations

· Clearly identify the goods and / or services and enter the detailed information on the system

· Request Purchasing Officer for creation of Vendor Accounts for new suppliers 

· Record the appropriate Material Classification, General Ledger Codes and Cost Centre Codes

· Follow up with Sr. HR Manager / Compensation Benefits Manager on the subsequent electronic release / approval of the Purchase Requisition.

· Coordinate with the Purchasing Officer on generating the Purchase Order 

· Post Goods Receipt of deliveries of goods and / or services

· Liaise with the Accountant on the release of payments

· Photocopy the above and maintain hard copies in file

· Administer petty cash documentation and claims from cashier (i.e. cash advances for new employees and reimbursements against departmental expenses).

· Maintain and control filing system for incoming and outgoing correspondences (Letters, Memos, Faxes and Forms).

· Check emails and forward to relevant persons for necessary action.

· Receive, screen callers and direct them to the appropriate parties.

· Control the stocks and request purchase of office supplies as required.

· Receive and track Business Card requisitions, verify the details and identify the WBS reference / Cost Centre allocation, forward for Sr. HR Manager’s approval, then to Purchasing Department for processing.

· Arrange, confirm introductory meetings/appointments with Recruitment Consultant Firms on behalf of the Sr. HR Manager.

· Arrange, confirm interviews/meetings/appointments with potential candidates on behalf of the Sr. HR Manager / relevant interviewers and, arrange ticket and accommodation, if necessary.

· Prepares necessary documents for visa application, air ticket and accommodation requirements of Sr. HR Manager and / or officers going for Recruitment Mission / Business Travel.

· Assist the Sr. HR Manager in preparing for (1) HR Budget (20 HR Conference (3) Weekly Meeting Reports

· Personal Assistant to Sr. HR Manager: (1) Organize his calendar of appointments (2) Check his emails for necessary action (3) Check and arrange important documents on his desk (4) Maintain his personal file.

· In the absence of Receptionist: (1) Meet and greet visitors and direct them to the appropriate parties (2) Assist in the conversion of CVs into ACC format when needed.

· In the absence of HR Coordinator: (1) Prepare, email and follow-up on the signing of Appointment Letters. (2) Prepare Joining / Transfer advices, scan and distribute electronically. (3) Coordinate with representatives of other ACC branches (Beirut, Saudi Arabia, Egypt and Qatar) and / or yet to join employees on their visas, air ticket and accommodation requirements. (4) Arrange / conduct computer tests for potential secretaries / document controllers, data entry clerks.

Feb 2006 – July 02, 2009

Gulf Connection, Abu Dhabi, UAE


Executive Secretary / Personal Assistant to Chairman
Gulf Connection is a local service agency and business consultancy set up in accordance with the company laws of the United Arab Emirates and the Abu Dhabi Chamber of Commerce, to provide support to international companies, wishing to do business in the Emirate of Abu Dhabi, the UAE in general and the greater GCC.  

I report to the Chairman and General Manager of Gulf Connection and I provide full secretarial support to the various Clientele Directors.

· Project Support
· Administrative Support and Office Management
· Accounts Support
· Public Relations Support and Management
· Client Support and Management
Jan 2000 – Aug 20, 2005

Magic Island/Seef Properties, Kingdom of Bahrain








Executive Secretary


Magic Island is the most prominent family leisure destination in Bahrain.  Appealing to all ages, it host a variety of attractions and games that would suit every member of the family.

Administrative, Accounts Support and Office Management
Technical and Operations Support

· Administer purchasing procedures, i.e. Quotations, Expenditure Requests, Payment Requests and Purchasing Files

· Administer Budget Tracking system and post all expenditures

· Ensure that all correspondences (post, telephone calls, faxes and emails) are processed in an efficient and orderly manner

· Administrative support such as typing and inputting data

· Administer all forms used by the business

· Control stock of supplies and other consumables

· Administer petty cash documentation, claims and post to Budget Tracking

· Process all invoices and receipts and administer accounts payable/receivable

· Track invoices and shipments to ensure timely clearing and delivery of goods

· Administer and update Asset Register

· Provide assistance in preparing budgets and financial reports

· Perform daily/weekly/monthly reports

· Daily income deposit to the bank

· Following up supplier contracts

· Keeping track of “Lost and Found” items
· Technical assistance (machine configuration and setting price lines)

· Assist cashiers at reception and redemption areas when needed

· Relieve cashiers and supervisors when needed

· Assist the Manager in making sure that daily operations is running smoothly

· Checking time cards and encoding them for monthly payroll reference

· Tracking down sick leave, vacation leave, absences, tardiness and lieu days/hours

· Clearance of Staff

· Answering calls and making business calls
· Technical assistance

· Attending games and attractions

· Ensuring safety and cleanliness of games

· Reporting faults of machines to Technical Dept/Floor Supervisor

Relieving when needed:

· Floor Supervisor

· Redemption Counter Cashier

· Reception Counter Cashier

· To keep all of the above in an orderly fashion so that a copy of all transactions are recorded and kept in the system

Events Management

· Booking birthday, school and corporate reservations

· Coordinating/hosting birthday, school and corporate parties

· Sorting, checking & receiving stocks/Inventory duties

· Follow up business meetings and appointments

· Prepare agenda and minutes of the meeting

· Doing miscellaneous jobs such as photocopying, faxing and filing documents

· Prepare correspondences

SKILLS/ATTRIBUTES

Essential Skills:
Ability to be flexible, multi task and work well under pressure


Assertive, self-motivated and able to work independently


High motivation and energy with great analytical skills


Strong knowledge of clerical and office administration practices and procedures


Experience in the supervision of administrative professionals


Excellent written and oral communication skills

Strong Time Management Skills


Proficient in the use of business equipment and computer applications


Experience in meeting and working with VIPs and senior businessmen on an international basis

Business Equipment and Computer Applications:
General Office Equipment (Photocopier, Fax Machine and Scanner) Windows 95/XP, Macintosh, MS Word, MS Excel, MS Power Point, MS Outlook, MS Access, Internet Browser, Adobe Photoshop, Adobe Acrobat, Manual Accounting, Oracle System, SAP System
Typing (Words per Minute):

60 wpm

Languages:



Speak, Read & Write English






Speak, Read & Write Filipino
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