Dear Sir / Madam

I would like to apply for this position Administrative Secretary in your organization as, I am confident that my experience in the field of administration is vast enough to do justice to this job
I am an experienced Administrative Secretary, for 7 years of extensive experience in this field. I am highly proficient in performing skilled word processing along with data entry activities and desktop publishing, managing meetings along with taking minutes of the meeting and maintaining records and filling any other supportive document that company needs.

My skilled in creating and responding to correspondence with minimal and sometimes with no input from a manager, can work independently and under stress for long durations of time. My customer services experience boasts of my abilities to work with customers to understand what they require and filling those requirements according to the company’s procedures and policies. In my most recent position, as an Admin/Secretary for Life Zone General Trading, and HR/Secretary in Zabeel Management & Marketing Consultancy
To further acquaint you with the specifics of my background I am enclosing my resume. I hope you will consider me for this position. I look forward to meeting with you and discussing my qualifications in more detail
STRENGHT:

· Gulf Experienced Administration
· Highly organized and efficient
· Able to work to tight deadlines
· Works towards high standards of accuracy and efficiency
· Maintain Confidentiality of Records

· Flexible and will to contribute by helping others
· Working knowledge and experience of MS Office applications, email and the Internet
· Excellent communications skills –written and verbal
· Team player who is proactive and energetic and keen to make things happen
· Courteous, friendly and tactful. Establishes rapport easily.

LIFE ZONE GENERAL TRADING LLC

EXECUTIVE SECRETARY

2011- TILL DATE
DUTIES AND RESPONSIBILITIES:

· Receive, direct and relay telephone messages and fax messages.

· Assist in the planning and preparation of meetings, conferences and conference

             telephone calls for the company.
· Maintain an adequate inventory of office supplies.

· Respond to clients inquiries.

· Provide word-processing and secretarial support.

· Coordinate the repair and maintenance of office equipment
· Develop and maintain a current and accurate filing system
· Prepare confidential documents on a word-processing system

· Working independently and without needs for on Commercial Manager, responsible for the day to day operations, and provides full support to our staff.
· Responsible for all the personal files of the managers, as well as the property of the company.
· Maintain good financial and business relationship with banking institution and other companies here in and other countries.

· Responsible in arranging air ticket and hotel booking for the managers of the company and our guest.
· Responsible in arranging shipment and receiving shipments for our company.

· Monitors Trade License expiration.

· Arrange Residence visa renewal of the manager, and employees, passport expiration and prepare the necessary documents.

· Apply a visit visa for the guest of the company.

·  Communicates all necessary information, provide administrative support, and provides notification and follow up to all staff.
· Assist in recruiting new members by collecting CV’s and arranging an interview.

· Responsible for the files, forms and maintain all records updated for the company.
ZABEEL MANAGEMENT& MARKETING
EXECUTIVE SECRETARY/ ADMIN.
DUTIES AND RESPONSIBILITIES:

· Responsible in screening and places telephone calls for the Sales/Marketing Manager and receives visitors for the company.
· Maintain hard copy and electronic filing systems.
· Assists the group in organizing and coordinating with internal and external units all documentary requirements of the business unit such as correspondences, sales and marketing reports, expense reports, and including all the bank transactions for the company

· Prepare weekly and monthly report of the company.

· Coordinate to different companies in UAE and other Countries.

· Assists in the design and development of promotional programs, advertising, and marketing communications to further company sales objectives. 
· Ensuring corporate mission and objectives are communicated.
· Assist in preparing a project presentation in our company
· Responsible in preparing a business letter such as LOI, ICPO, Bank communication Letter and other related business letter.
· Monitors customer requirements, both with existing and future needs. Maintains constant follow up on our client
· Seek direction and authority from others when and if appropriate, and achieve set goals in a non-assertive and efficient manner
· Responsible for making domestic and international travel arrangements for senior-level executives via the Internet, which resulted on a net saving of 100 - 200 per round-trip airfare ticket. 
HUMAN RESOURCE: 

DUTIES AND RESPONSIBILITIES:

· Responsible for the interpretation and application of the Staff Rules
· Provides advice to staff members on specific entitlements, taking action 

locally as appropriate, or submitting recommendations for exceptions to

to the manager as certain human resource requirements for the office ensuring the time

· advertisement and filling of any job vacancies;
· Responsible in dealing with other affiliate company in booking for interview for candidates.

· Responsible in free evaluations of CV for the candidates for a certain position
· Responsible  in the selection of internal candidates and submits appropriate

              recommendations; Interviews and tests new candidates, verifying
              educational qualifications and previous employment record; 
· Manages the  advertisement and filling of local vacancies, advising applicants on the nature of the responsibilities to be performed as well as entitlements and career prospects;
· Organizes and supervises the office staff as appropriate, ensuring adherence to the policies and procedures specified in the relevant regulations.
· Responsible in giving orientation to the newly arrived staff on related administrative formalities and ensures all arrangements made for onward travel, if applicable.

· Supervises the prompt and efficient processing of documentation for the arrival and departure of international staff;
· Controls the maintenance of the personnel records in the office; 
· Monitors the follow-up of correspondence between each sub/field-office ensuring that outstanding     queries receive a timely response, after due analysis.
· Maintains and monitors leave records and other documents for both company                                        and staff
· Provides support, guidance and training to personnel staff as required.
· Participates in local salary surveys;
· Represents the office individually or as part of a team in meetings concerning
  personnel issues;

· Negotiates staff complaints and maintains harmonious relations with the company.
· Performs other duties as required.
ACCOUNTS ASSISTANTS:
DUTIES AND RESPONSIBILITIES:

· To receive and process all invoices, expense forms and requests for payment.
· Verify calculations and input codes in to the Accounts system in an accurate manner. 

· To deal with daily transactions for the petty cash and ensure that reconciliations are completed on a weekly basis.

· To ensure all filing is done in a timely and accurate manner.

· Prepare cheques for payment. 

· To ensure that all post is sent daily
PINK NAILS AND MORE
2009 – 2010

PERSONAL ASSISTANT/RECEPTIONIST

DUTIES AND RESPONSIBILITIES:
· Manage the routine office management functions, deal with clients and visitors and    maintain corporate relations. Provide support to the management on executive level.

· Sort out all incoming / outgoing mails and correspondence on the base of urgency, priority, confidentiality or routing to facilitate quick and efficient service to the concerned

· Arrange appointments; make necessary arrangements for the meeting and ensure availability of appropriate personnel’s for the same as per scheduled time and place.

· Maintain proper records of incoming and outgoing correspondence; and file documents and letters in a systematic manner; and keep all assigned files up-to-date.

· Perform data entry tasks and follow up on documentation matters with various departments.

· Take care of the confidential files, matters and documents for senior   management

·  EXPERTISE
UNIVERSITY OF THE CITY OF MANILA

Graduate Level in Effective Instructional Practices 
Major: Special Education M. A
2006 – 2007

UNIVERSITY OF THE CITY OF MANILA

Professional Program in Special Education 
Major: Special Education

2006 

                DON HONORIO VENTURA COLLEGES 

         OF ARTS & TRADE

                Bachelor of Science in Industrial Education

                Major: Administration and Supervision M.A.
                1992 – 2000

               DON HONORIO VENTURA COLLEGES 

         OF ARTS & TRADE


               Bachelor of Science in Industrial Education
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