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CV NO: 1526274
Skills Summary

· Ability to manage multiple tasks simultaneously in challenging, fast paced environment

· Strong communication skills and ability to interface with high level executives

· Excellent analytical and organizational skills, ability to work independently and detailed oriented, flexibility and self starter with a positive attitude
· Assist with maintaining Records Management System, including the maintenance and
management of active and archived records.
· Maintain organizational security and confidentiality of information in accordance with organizational policy and legislative requirements.
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Organization
: HSBC Bank Middle East Limited

Position
: Trade Associates in Guarantees 

Period 

: From March 2007 until 30 December 2015
Job Details:

· Document checking upon receiving over the counter which includes verifying the account in HUB system, KYC, incorporate with sufficient data input standard checks.
· Input and Output recording all transactions into WDM system (Work Document Management)
· Coordinating with Auditors/ Legal advisor from Head Office for checking of last review of documents.
· Following up and assisting the process of documents as per SLA's to processing unit.
· Operating accounting systems such as queries both internal and external
· Following up discrepant documents to customer and coordinate with processing unit.
· Ensure on timely delivery of documents to all customers such as letter of credit and guarantees.
· Accurately record, file and distribute all inward and outward correspondence including mail, faxes, email and internal correspondence.
· Record all release documents from customer by EDT (Electronic Document Tracker) and originals will be send to processing unit for filling on daily basis.
· Preparing database on monthly basis to analyze the target.
· Responsible for controlling the numbering, filing, sorting and retrieval of electronically stored or hard copy documentation produced by processing teams, departments in a timely, accurate and efficient manner.
Awards and Achievement in HSBC:
· Awarded Multiple Certificates from HSBC Bank, Abu Dhabi for independently handling the desk policy and compliance as well as playing the role of line manager.
·  Awarded Shukran Awards from HSBC Bank in Abu Dhabi year 2008 for being customer driven and meeting the customer’s requirements efficiently and awarded Trophy from HSBC Bank, Abu Dhabi, for successfully completing the project of migration the bank guarantees from manual work to system oriented which helped in reducing manual work tremendously.
· Have been taking part for the assessment of Business Contingency Plan (BCP) awareness in HSBC Abu Dhabi
· Certified as Fire Marshal/ First Aider for ensuring the Safety of Colleagues at HSBC Bank Middle East Limited.

Organization
: Al Hajri Group - Queenex Tissues Factory



  Mussafah Area, Abu Dhabi, United Arab Emirates

Position
: Sales and Marketing Coordinator/ Administration
Period 

: May 2004 to May 2006

Job Details:
· Assisting the sales team, focusing mostly on managing schedules and distribution of any sales documentation.

· Preparing and follows up on any sales quotations made for clients, negotiating terms with the client at a cost best suited for them.

· Able to efficiently respond to any online or telephone queries in a calm and friendly manner.

· Coordinating with other departments and the client to provide the service most suitable to the client’s needs, cost and time restraints.

· Handling Sales team progress of the department and develop Sales strategy accordingly.

·  Preparing reports on progress within the department and outlines any developed strategies to improve.

· Follows all relevant operational procedures and instructions so that work is carried out in a controlled and consistent manner.

· Maintains and develops procedures and systems to ensure the maintenance of manual and electronic filing systems and document tracking system.

· Maintains a log and status updates of of all incoming documents. Follows up with concerned staff members for actions and updates department manage accordingly.

· Provides a complete secretarial and administrative service to a line manager or a department to facilitate Company processes and allow them to concentrate on mainstream activities.

· Provides a time management/diary service for the line manager to ensure he/she is able to attend all key meetings at the appointed times with all relevant documents needed for the meeting.

· Observes confidentiality procedures and register and track accountable documentation to ensure security and control.

·  Circulates correspondence and articles of interest to keep manager(s) informed on matters relating to performance of role.

· Replenishes stationery and arrange for the efficient operation of office equipment to ensure the department or manager can function effectively and efficiently.
· Uses a variety of software packages, such as Microsoft Word, Outlook, Powerpoint, Excel, etc., to produce presentations, records, spreadsheets, databases correspondence and documents.
Educational Background: 

Bachelor of Arts – Major in Psychology (1989-1993)
Quezon City Medical Hospital, Philippines

Computer Qualification

MS – WORD,EXCEL, MS-POWERPOINT, Adobe Acrobat

Operating Systems: Windows 2000/07/10, WDM – GWIS GOLD, HFe, EDT, HUB System
Personal Details:

UAE Driving License 

Sex

: Female
Nationality
: Philippines
Date of Birth
: 23 September 1970
Visa Status
: Transferrable Visa


















