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Position Desired:
Office Clerk / Assistant or any suitable position.
	OBJECTIVES


To obtain a progressive, challenging position to adapt quickly and effectively to different work environments and to perform to the best of my ability combined with integrity, sincerity, hard work and team spirit, to utilize my experience and skills with dedication and commitment to be successful in my duties.
	SKILLS AND ABILITIES


· I am hard working, goal-motivated, result oriented, team player, driven and passionate about things that matter and make difference.
· Good knowledge in English both oral and written
· Willing to work under pressure and shifting schedules
· Computer Literate, Proficient in Microsoft application(Word, Excel, Power point, and Internet Surfing)
· Good therapeutic approach, People-Oriented
· Proficiency in general office duties, flexible and willingness to learn new skills.
	EDUCATIONAL BACKGROUND


· Secondary:

Sucat Municipal School




Paranaque City 1989-1993
	WORK EXPERIENCE


· Al Jabal Engineering Consultancy. Dubai, UAE

Position:

Office Clerk / Assistant.

From:


October 2013 to present

· Answer phones and transfer to the appropriate staff member

· Take and distribute accurate messages

· Greet clients and direct them to the correct staff member

· Coordinate messenger and courier service

· Receive, sort and distribute incoming mail

· Monitor incoming emails and answer or forward as required

· Prepare outgoing mail for distribution

· Fax, scan and copy documents

· Maintain office filing and storage systems

· Update and maintain databases such as mailing lists, contact lists and client information

· Retrieve information when requested

· Update and maintain internal staff contact lists

· Co-ordinate and organize appointments and meetings

· Assist with event planning and implementation

· Monitor and maintain office supplies

· Ensure office equipment is properly maintained and serviced

· Perform work related errands as requested such as going to the post office and bank

· Keep office area clean and tidy
· New Medical Centre (NMC) Hospital.




Abu Dhabi City, UAE

Position:

Messenger / Office Girl.

From:


June 2010  to September 2013
Duties and Responsibilities:
· Act as a receptionist (Answering calls and give information to callers, take message, or transfer calls as appropriate.

· To respond any basic query of visitors and serving drinks in a guest/Staff.
· Handling of and taking responsibility of proper administration work

· Ordering of stationary to the supplier

· Helping out to the staff, to send their email or fax to the responsible person while they are in site.

· Helps of Printing, Scanning, Copying of all documents, drawings tendering Summary and inquiry, etc.

· Prepare and finalize timesheets of all staff
· Sending an important documents in other company to sign-up
· Depositing Cheque in the bank

· Helping all the staff, Secretary, and Accountant to their works

· Maintaining the cleanliness in office and office equipment.
· Askanani Agency, Kuwait

Position:

Office Girl / House Keeping @ Travel Agency

From:


April, 2008 to April, 2010
Duties and Responsibilities:
· Filling up of order forms and sending them to the Personnel unit
· Managing the work smartly in occurrence of abnormalities.
· Answer the phone ingoing and outgoing call.
· Maintain the office clean and tidy every day. Clearing the trash bag and Ragging the full office.
· Carry linen, Towels, Toilet Item and cleaning supplies using wheels cart.
· Organize filling and all related work documents
· Receiving and releasing the papers and putting the stamps 
· Assigning respective work to employees under my observance.
· Maintains and organize all office files and important documents related to admin.
	PERSONAL BACKGROUND


Gender
:
Female


Civil Status
:
Single

Nationality
:
Filipino


Religion
:
Christian


Languages
:
English, Tagalog

           Visa Status
:
Employment

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

                                                                                                   _________________________________







    
   Applicant Signature’s
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