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Position Desired
A challenging position with an aggressive and professional organization, where my experience and knowledge will enhance growth and the profitability of the company. Become an active team member using my knowledge and skills to establish, meet and exceed goals by playing a key role in the success and growth of the organization. To take-up new challenges assigned to me, with a sense of responsibility and be open for continuous improvement in the organization.
Summary of Experience

Site-Technology Limited Co. (August 25, 2013 – Present)


Administrative Department


Administration Officer/Coordinator  
  Suite 801 Al Masaood Tower, Hamdan St. Abu Dhabi, UAE
Duties and Responsibilities:
Coordinator

· A key individual tasked with working with the Audio visual team and reviewing the client's Invitation to Tender (ITT) and then coordinating the development, structure, format and content of the final deliverable to maximize the commercial performance

· Organize tender work group and plan the bid submission as per client timeline.
· Ensure that all relevant data and information compiled during the tender development phase is considered and made available to all tender team members and approving management; 

· Maintain accurate records and files of all the tenders and contracts data;

· Liaise with all tender team members to ensure accuracy and compliance with customer requirements

· Review original inputs from tender team members and assist in the finalization of the documents including any exceptions /qualifications; 
· Prepares and follows up on any sales quotations requested from the suppliers, negotiating terms with the suppliers and select best suited for client.

· Gather and compiled sales prospects reports from team for manager’s checking.

duties assign from time to time.
Administration Officer
· Renew, update and maintain all employees’ visas, labor cards, and labor contracts in a timely manner to ensure that company’s records are up-to-date in the labor and Immigration Departments.
· Receives and Prepares letters, memos, faxes, e-mails.

· Resolves administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions.
· Create staff number for new employees, keeping copies and updating the labor card number, personal ID, residence visa, emirates ID and medical card in the system.

· Arranging supplier meeting to the CAO.

· Safeguards the passport of the staff, keeps record of the date of releasing and receiving the passports and make sure that staff files are updated for accuracy and easy retrieval

· Request, maintain receipt and track of all expenses made.

· End to end processing of all documents and enquiries related to insurance.
· Arranging flight ticket and hotel reservation for General Admin staff, Lebanon and Saudi employees.
· Procure Stationery like CD Stickers/Envelopes/Box file, etc. as requested by head office.

· Creates LPO for ticket issued/hotel reservation/procurement of stationery made.

· Prepare expense sheet of the PRO manager.

· Keeps Track of all invoice received and update for payment.
Stores Specialists Inc - (2010 – 2013) 
Human Resource Department (Payroll unit)
Payroll Assistant

Makati City, Philippines

   Duties and Responsibilities:

· Review and analyze payroll data and reports for accuracy, and resolve discrepancies to ensure accurate posting to payroll records.

· Manage the printing and distribution of timecards and leave status reports

· Compile and direct timecard data, calculate pay adjustments and key data into payroll system.
· Compile reports as required by management and government agencies.
· Oversee employee exemption certificates, direct deposit and other deductions to update payroll records.
· Prepare and process electronic transmission of payroll data such as pension, retirement, insurance and credit union payments


· Process and maintain records of employee leave status

· Maintain filing system for payroll and related records

· Prepare and direct processing of vouchers and deductions

· Perform related duties as to specific assignments

· Provide service to customers by answering questions, providing information, making referrals, and assuring appropriate follow-through and/or resolution

· Communicate with managers, supervisors, co-workers, citizens, and others, maintains confidentiality.

· Determining supplies needed and submitting requisition forms to administration department.
Seminar Attended
“Transforming Peak to Performance”



Mission Vision Stores Specialist Inc.  



Held at Kimberly hotel 
            

(Amadeo Road, Kaybagal North, Tagaytay City)



On June 14-15, 2012
Qualification
Bachelor of Science in Financial Management

(2006 – 2010)

Rizal Technological University (Philippines)
Knowledge & Skills

· Knowledge of payroll processing and government reports.

· Skills in both verbal and written English communication.

· Enterprise Resources Information and Control (ERIC)
· Good communication skills and the ability to work well with people.
· Computer literate with familiarity with MS Office (Word, Excel, PowerPoint) and internet applications
Personal Information
Age:



25
Sex:



Female

Nationality:


Filipino

Date of Birth:


January 8, 1990


Religion:



Catholic


Visa Status:                           
Company Sponsorship
Dear Sir/Madame,
I do hereby declare that all statements made in this application are true, complete and correct to the best of my knowledge and belief.

Lady Ann 
Administration Officer[image: image2.jpg]



LADY ANN 


Email: � HYPERLINK "mailto:ladyann.256909@2FREEMAIL.COM" �ladyann.256909@2freemail.com� 
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