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Proposed Position
  :  ADMIN ASSISTANT/SECRETARY/DOCUMENT CONTROLLER/RECEPTIONIST
Degree


  :  Bachelor of Science in Business Administration major in Management

Year/Place Obtained
  :  University of Muntinlupa

Brief Qualifications
  :  (   Excellent command over English language in written and spoken.




     (   Having good convincing capacity and skills.




     (   Much interested in teamwork.




     (   Self-motivated and initiative and responsible.




     (   Computer Literate - MS Office, Web & ETC.




     (   Highly organized, resourceful, versatile and perceptive.




     ( Dedicated hardworking individual with intercommunication skills to work 


         at all levels of the organization

Total Years of Experience
  :  7 years

Years of Experience in UAE:  3 years

Nationality

  :  Filipino 

Language

  :  English
Expected Salary

  :  5000 above

ACHIEVEMENTS

Recognition of Outstanding Achievement from ALDAR for the enormous contribution for the success of THE ARC given dated January 2015.
EXPERIENCED DETAIL
July 2014 – March 2015
:  KHIDMAH L.L.C.
DEPARTMENT

:  PROPERTY MANAGEMENT
Designation

:  Administrative Assistant/Property Coordinator

Role Description:

· Handling all documentation, organize and maintain filing systems for the management.
· Making Tawtheeq Contract in the system of Abu Dhabi Municipality after collecting all the required documents.
· Handling ADDC (Abu Dhabi Distribution Company) account for all the tenants.
· Maintain tenants' database and update with emergency numbers setting up a complete filing system for all records, documents
· Editing and producing lease documents as necessary
· Drafting Memos and/or making phone calls to Tenants related to lease issues and preventive maintenance scheduling. These calls may include inquiries related to rent collection.
· Handling of keys and proper hand over to all the tenants

· Issuing keys to technicians/vendors, logging said keys out/in, ensuring return of said keys

· Maintain logs and lists as necessary

· Generally to assist in all functions of the Property Management Department
· Reply to residents’ inquiries and concerns and refer them to the staff person who can respond to them 
Dec 2011 - Dec 2013
:  BOND TRAFFIC SOLUTIONS LLC , Abu Dhabi UAE
INDUSTRY

:  CONSTRUCTION

Designation

:  Secretary cum Admin Executive/Document Controller
Role Description:
· Receive , direct and relay telephone calls and messages as appropriate 

· Maintain the general filing system and file all letters and correspondences

· Answer incoming calls and handle inquiries.

· Prepares and send memos, correspondence to client. Receives, log in, and distributes incoming documents and ensure proper circulation of documents and correspondence to other departments.

· Handling all the attendance of the employees using a software system.

· Assist the Project Manager and Engineers in checking and revising close out documents for client (i.e. Warranty Certificates, As Built Drawings, Variation Orders Technical and Shop Drawing Approvals etc.)
· Generate the various document control reports as required.  Ensures proper document classification, sorting, filing and proper archiving.
· Typing of site documents, and follow up of all the site needs

· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable

· Making quotations, invoices, purchase orders.
· Maintain the files and control logs as required by the project.
· Assist in the preparation of Project Manager’s daily and weekly reports.

· Arrange hotel and flight bookings and handling petty cash.
· Deliver excellent customer service at all times.

July 2008 - Oct 2011
:  QES (Quality Engineering System) Manila Inc.
Designation

:  Finance and Admin Assistant
Role Description:    
· Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.
· provide general administrative and clerical support including mailing, scanning, faxing and copying to management 

· maintain electronic and hard copy filing system 
· Ensures operation of equipment by completing preventive maintenance requirements; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques.
· Provides information by answering questions and requests.
· Responsible for making PO (Purchase Order) DR ( Delivery Receipt) and processing sales invoices matching delivery receipt to invoices

· Encoding and posting invoices to the system and keep records

· Follow up invoices, payments( Accounts Receivable)

· Ensure all monthly sales and service reports are accurate and submitted on time to the main office to meet reporting deadlines

· Deposit of cash and making of cheque payments for the supplier and employees.

· Call banks regarding balance statements and maintain follow-up and correspondence with them

· Maintain leave records
· Update daily attendance hours and overtime and arrange hotel and flight bookings
Dec 2006 – Jun 2008
:  TEMPLO & TEMPLO IMMIGRATION CONSULTANT, Philippines 
Designation

:  Secretary/Receptionist
Role Description:

· Reporting directly to the Project Manager and assisting him in all administrative work.

· Preparing and typing of various reports and correspondence i.e. minutes of meeting, weekly and monthly reports to be submitted to the Client, weekly progress meeting, etc.

· Handling projects transmittal, submittals and drawings

· Follow-up with consultants and contractors.

· Answers phone calls, receive and relay information as required.

· Observes and applies confidentiality in all matters related to work.

· Develop and maintain positive working relationships with all project participants.

· Receiving and maintaining document submittals, drawings, updating the submittal log system.

· Control of incoming & outgoing documentation.

· Filing & Control of project documents & records.

· Maintain project correspondence files.

· Maintain project drawing files. Maintain the files and controls logs. Receive, direct and relay telephone messages and fax messages

· Direct the general public to the appropriate staff member

· Maintain the general filing system and file all correspondence

· Assist in the planning and preparation of meetings, conferences and conference telephone calls

· Make preparations for Band Council and committee meetings

· Maintain an adequate inventory of office supplies

· Respond to public inquiries

· Provide word processing and secretarial support

· Type confidential documents on a word processing system
TRAINING AND SEMINARS

· Youth Federation for World Peace
· Setting New Marketing Standard Towards Development Social Responsibilities of Business- The Impact of Enterprises in the Community

· Business Ethics in the Corporate World

· Building an Entrepreneurial Spirit: A Key to Economic Development

PERSONAL DATA

Age:                

29 years old
Date of Birth:      
December 29, 1986

Height:               
   
5’4

Civil Status:           
Married
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