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SUMMARY OF QUALIFICATIONS

· Over 4 years of working experience in the Office Administration field.
· Strong interpersonal and communication skills.

· Excellent in the use of English language, both verbal and written.

· Excellent customer service and listening skills.

· Ready to face challenges and motivated to strive for continued excellence.

· Excellent with internet/computer operation and use of word processing equipment or work related applications such as Microsoft Office (Word, Excel, PowerPoint and Outlook).
· Well versed with Programming Language such as Mobile Application and Visual Basic.

OBJECTIVE

Willing to work in a dynamic, challenging and growth oriented company that allows me to utilize my knowledge and experience in Office Administration or other related fields, to contribute for the growth of the organization.

PROFESSIONAL EXPERIENCE

ADMINISTRATIVE STAFF (October 2014 – August 2015)
Euro Balls Toys Manufacturing LLC ( , U.A.E.)

RESPONSIBILITIES:

· Prepare documents and reports on the computer.

· Prepare and Process Invoices, Packing List and Delivery Note.

· Maintain paper and electronic filing systems for records and messages

· Reply and attach files to incoming messages

· Printing and Scanning of Important Documents.

· Receive, direct and relay emails, telephone and fax messages.
ADMINISTRATIVE STAFF (April 2014 – September 2014)

NT Philippines, Inc.  – Process Engineering Department (Cavite Export Zone, Philippines)
RESPONSIBILITIES: 
· Produce information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data, and graphics.

· Conserve executive's time by reading, researching, and routing correspondence; drafting letters and documents; collecting and analyzing information; initiating telecommunications.

· Prepare reports by collecting and analyzing information.

· Secure information by completing data base backups.

· Provide historical reference by developing and utilizing filing and retrieval systems; recording meeting discussions.
· Maintain office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; evaluating new office products; placing and expediting orders for supplies; verifying receipt of supplies.

· Ensure operation of equipment by completing preventive maintenance requirements; following manufacturer's instructions; troubleshooting malfunctions; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques.

ADMINISTRATIVE ASSISTANT - On the Job Training (November 2013 – January 2014)

Social Security System ( , Philippines)

RESPONSIBILITIES: 

· Maintain the general filing system and file all correspondence.
· Receive, direct and relay emails, telephone and fax messages.
· Maintain adequate inventory of office supplies.
· Provide word – processing and secretarial support.
· Prepare letters/emails to respond to correspondences from customers.
· Prepare and process invoices, reports, memos, correspondences containing routine inquiries, financial statements and other documents as required or as assigned by the head.

· Receive and process all invoices, expense forms and requests for payment.

OFFICE ASSISTANT (January 2009– May 2012)
SCAD Services (S) PTE. LTD ( , Philippines)

RESPONSIBILITES:

· Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work.

· Render clerical support to the management and other departments and other ad-hoc duties as required.

· Update all necessary corporate documents, records and reports.

· Prepare and process invoices, reports, memos, correspondences containing routine inquiries, financial statements and other documents as required or as assigned by the head.

EDUCATION/PROFESSIONAL DEVELOPMENT

Information Technology Program, April 2014
System Technology Institute (STI),  , Philippines

Trainings and Seminars: 

· 19th STI National Youth Convention ISO 9001:2000 Awareness Course  (February 2014)

· CISCO Networking System (January 2014)

· 18th National Youth Convention (February 2014)

· 7th Cavite ICT Youth Convention (January 2013)

· Self-Development Seminar (January 2013)

PERSONAL DETAILS

Date of Birth
:
 21 September 1990
Civil Status 
: Single



Age  
: 25 years old               


Citizenship
: Filipino

Sex
: Female














