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Seeking an opportunity of having a career in reputable and innovative company wherein my knowledge and experiences will be fully utilized and enhanced.
SKILLS
· Good in English both written & communication 
· Proactive & self-starter 
· Able comprehend instructions & short correspondences 
· Good in data entry accuracy, filing, scanning and clerical support 
PROFESSIONAL EXPERIENCE


▪ Extremely committed to quality work and serving organization goals
▪Able to multi-task
· Able to pay strong attention to details 
· Proficient in MS office applications (Word, Excel, Outlook & Power Point) 


	Position
	:
	Secretary
	December 2013-PRESENT

	Company Name
	:  White Water Swimming Pools
	

	Nature of Business
	:
	Construction Company
	

	Location
	:
	Daratolmiya St., Khalidiya - Abu Dhabi


Duties and Responsibilities
· Receive incoming communications of faxes, emails, phone calls & deal with the queries of the clients. 
· Manage letter correspondence and generate documents (letters, reports & etc) as directed, in addition, handling and maintaining all confidential information. 
· Accommodate visitors and corporate guests and making sure that hospitality is provided as required. 
· In charge in preparing LPO, petty cash, quotation, invoices, cheques and payments follow up. 
· Filing of important documents, contracts, subcontracts, and updating them when necessary. 
· Quickly manage change of documents issued when a contractor or owner initiates a change to the original scope of the job. 
· Organize a library of material samples. 
· Checking for the proper maintenance of all office supplies and facilities, ordering office stationary, recommending office cleaning and other services as required. 
· Maintaining and updating lists of contact persons. 
· Responsible for organization of training and handle joining procedure of new staff. 
	Position
	:
	Administrative/Secretary
	DECEMBER 2011-MAY 2013

	Company Name
	:  HS Busgano Architect Studio - Philippines

	Nature of Business
	:
	Construction Company
	


Duties and Responsibilities
· Perform general clerical duties. 
· Present monthly reports on projects status. 
· Maintain hard copy and electronic filing system. 
· Setup accommodation and entertainment arrangements for company visitors. 
· Coordinate and maintain records for staff, company account, creditcards and office keys. 
· Organize travel schedules and book reservations 
· Handle/Sending payments of suppliers by bank to bank process. 
· Assist phone calls (incoming and outgoing calls). 
· Manage and release manpower salaries. 
· Book client’s for an appointment to the company. 
· Assist client to endorse company background. 
· Monitor employee’s absences and late and re-check employee attendances. 

EDUCATIONAL BACKGROUND
TERTIARY:
Bachelor of Science in Psychology
Lourdes College, Cagayan de Oro City - Philippines
Training and Seminars
	Pass it on: Cannabis Plant.Com, Cyber-Addiction
	Sept. 21, 2011

	Dimerin - Cagayan de Oro City, Philippines
	

	Mind Your Health: Psychiatry for the Non-Psychiatrist
	Nov. 12, 2010

	Pearlmont - Cagayan de Oro City, Philippines
	

	Team Building Workshop Seminar
	Feb. 15, 2008

	Xavier University - Cagayan de Oro City, Philippines
	

	PERSONAL DETAILS
	
	
	

	Nationality
	:
	Filipino
	

	Date of Birth
	:
	October 29, 1984
	

	Marital Status
	:
	Single
	

	Languages
	:
	English, Tagalog &Bisaya
	



I hereby certify that the above information are true and correct to the best of my knowledge.
Applicant
