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Objective:
To develop a successful career in the industry, utilize
and develop
customer relationship, communication and organizational skills.
Skills:
MS Excel – Advanced MS PowerPoint - 2013
MS Word - 2013 Microsoft Outlook (2013)
SAP Software (IT Procurement Operations)


CORE COMPENTENCIES:
· Customer Focused 
· Time Management & Organization 
· Effective Communication 
· Literacy 
· Pressure Endurance 
EDUCATION:
Bachelor of Science in Business Administration in Financial Management, 2013
Housekeeping II, 2006
Cagayan De Oro City
ACHIEVEMENTS & AWARDS:
· Endeavour Award – 2012 
· Academic Excellence Award – 2012 
· Departmental Academic Award – 2012 
Capitol University – Cagayan De Oro City, Philippines 
WORK EXPERIENCES:
ADMINISTRATIVE STAFF CUM DOCUMENT CONTROLLER/RECEPTIONIST
July 2014 – Present
Modern Building Maintenance (MBM) outsourced to Al Futtaim Enterprise IT
Dubai, UAE
· Procurement Operations (Creates Purchase Orders thru SAP) 
· Invoice Clearing 
· Responsible for tracking of purchase orders in SAP system and regular excel sheet updating. 
· Keeping tracks of the Invoices (Excel Sheet & Various Logbooks). 
· Prepare documents for GM’s & IT Director’s approval (purchase orders, invoices & contracts) 
· Prepare monthly telecomm summary sheet 
· Responsible for tracking of petrol bills summary, kilometer reading, salik charges and lease charges monthly. 
· Maintain updated records of all approved documents – invoice & purchase orders documents. 
· Clearing Invoices / compiling documents and send to concerned department’s/management for verification 
Receptionist Skills
and Qualifications:
Telephone Skills
Verbal & Written
Communication
Listening
Professionalism
Customer Focus
Organization
Informing Others
Handles Pressure
Phone Skills
Interests:
Loves to Travel Loves to Read Books/Newspaper/ Magazine
Playing badminton Dancing
Singing


· Responsible for giving payment updates/status to all supplier/vendors - local & international 
· Induction Scheduling to the newly joined permanent staffs 
· Meeting /conference rooms booking through Microsoft Outlook (2013) 
· Disseminating Approved Invoices 
· Provide mail support, disbursement of packages, and courier/shipping needs. 
· SAP Books Librarian – Tracks Borrowed/Returned Books) 
· Putting/Replacing pictures on the staffs desk/cabin/offices 
· Records and file bank transfer details 
· Welcomes visitors by greeting , answering & referring inquiries. 
· Maintains security by following procedures; monitoring logbook; issuing visitor badges. 
· Maintains safe and clean reception area by complying with procedures, rules, and regulations. 
· Maintains continuity among work teams by documenting and 
communicating actions, irregularities, and continuing needs.

OFFICE GIRL
Modern Building Maintenance (MBM) outsourced to Mashreq Bank March 2014 – June 30, 2014
· Serve/make tea/coffee on the VIP clients/staffs 
· Filing of documents 
· Scanning/Photocopying of documents 
· Maintain the cleanliness in the office of Head, Corporate Investment Banking Group. 
SECRETARY
Office of the Director, Student Affairs & Services
Capitol University
September 2008 – October 2013
· Daily Update the Director, Student Affairs & Services Prompter Board. 
· Entertain/Screen Working Scholars Applicants. 
· Screen external & internal phone calls. 
· Creates Memorandum related to Student Affairs Welfare and as per approved/verified by the Director, SAS. 
CHARACTE R REFERENCE S:
To be provided upon further request


· Receives visitors, clients and students with utmost respect and hospitality. 
· Take Minutes of Meeting for Student Body Organization regular monthly meeting. 
· Take Minutes of Meeting for Student Personnel Services (SPS) regular monthly meeting. 
· Arranges appointments and organize meetings for the SPS & SBO regular month meeting. 
· Regularly update records related to Det Norske Veritas (DNV) and 
Philippine Association of Colleges and Universities Commission on Accreditation (PACUCOA) files in all accredited programs (9 colleges). 
· Prepare all reports related to working scholars e.g. Master list of Records for all Student Assistants, 201 File for Dance Troup and Glee Club in every semester. 
· In - charge of filing all documents in the Data Bank and QSS records in respective boxes. 
· Assist all working scholars (Student Assistant, Glee Club, Dance Troup & Athletes) during enrolment time. 
· File incoming communications in its appropriate folder 
· Regularly prepare and update Master List of Records of the Office. 
· Monthly updating of Bulletin and Information Boards on a monthly theme basis. 
· See to it that the Principles of “5’s” (Sort, Systematized, Sanitized, Self- 
Discipline, and Standardized) is observed and practiced all the time.
 Receives students, parents and visitors in the office with outmost  courtesy.
· Update Records of Cases from the Student Discipline Board File. 
· Perform such other tasks as maybe assigned by the Director, Student Affairs & Services (DSAS) & Student Services Officer (SSO). 
SEMINARS/TRAININGS ATTENDED
· Leading Edge Developments on Leadership Empowerment Utilizing Emotional and Spiritual Quotient 
· Office Management Workshop 
· Personality Development Seminar 
· Labor Law for All Seminar 
· Public Relations Seminar 
· Credit Card Management Seminar 
· Business Research Seminar 
· Entrepreneurship Seminar 
· Work Ethics: Internalizing the University’s Core Values Seminar 
· Knowing the Basics Business Research Writing Seminar 
· Entrepreneurs Responding to Economic Challenges Seminar 
· Financial Intermediaries “A re-echo of the Bank Management 101 
· Power Dressing Seminar 
PERSONAL INFORMATION:
Date of Birth: November 11, 1990
Status:
Single
Age:
25 years old
Religion:
Roman Catholic
Gender:
Female
Citizenship:
Filipino
