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To the Manager

Human Resource Department

Dear Sir/Madam:

As my resume indicates, I have roughly 12 years of professional experience in an administrative position. I have worked as an assistant to a department, single individual or multiple individuals in separate departments. I am aware of the flexibility, focus and diplomacy such positions require. 

I want to bring the knowledge and insight that I gained through these various experiences. I have much to offer in the way of diversity of experience and profession in that I have worked in three (3) major industries: Facilities Management, Construction Company, and Banking (Legal Department). Within these industries, I have had the opportunity to learn Project Assistant, Finance workload, Administrative Task, Project Admin Assistant, Secretarial, Payroll,   

Human Resource Policies & Procedures and the protocol necessary to enforce them ethically and without liability. From my work, I have sharpened my organizational skills, attention to detail and my ability to work with speed and accuracy.
It is my sincere hope that we will meet for an interview to discuss any questions you may have and a future. I can be reach at the telephone numbers or email address that I provided in my curriculum vitae.

 

Thank you for your time to review my curriculum vitae.  
CAREER OBJECTIVE: 
To accept long-term employment to a company that offers a promising career growth and caters individual development on my field of expertise.
PROFESSIONAL SKILLS :
· With 8 years of  gulf experience on human resource management and administrative tasks in a highly reputable company

· Worked as Project Assistant/Project Administrator, Payroll Admin, Executive/PA Secretary, and Operations Manager (Store)

· Proficient in Oracle System and ERP System (Enterprise Resource Planning)

· Proficient in MS Office Software like MS Word, MS Excel, MS PowerPoint

· Able to work independently and also can work as good team, and exercise good judgment and take imitative
· Can provide reliable planning and good decision-making

· Can handle organizational task, multiple assignments under high pressure and consistently meet tight deadlines

· Highly organized, efficient and skilled in a variety of office support tasks, including: Office Administration, Records & Database Management
· Excellent team player with good logical reasoning ability, coordination and interpersonal skills, quick learner with the ability to rapidly achieve organizational integration, assimilate job requirements and employ new methodologies. Energetic and self-motivated team player/builder
· Writing, maintaining and updating Test Documentation’s for various stages of reporting and auditing purposes

PROFESSIONAL EXPERIENCE:
Office Administrator                                    
Vice President Office - Brownfield Project                          

Zakum Development Company (ZADCO)  
Dec 2014 till to date

· Carries out secretarial activities in Vice President Office such as; drafting letters, memoranda, hand-over notes, fax transmission, e-mail messages etc. from brief notes or oral instructions. Types and proof reads a variety of materials including reports, statements, and organizations 
· Coordinates work with other executive and support staff to ensure a high performance, customer service-oriented work environment

· Ensures materials and reports for signature are accurate and complete; proofreads and checks typed and other materials for accuracy, completeness and compliance with District standards, policies and procedures
· Schedules, prepares agenda and meeting materials and types minutes for various meetings

· Maintains the Vice President calendars, and Senior Manager’s to coordinates, arranges and confirms meetings

· Acts as liaison in coordinating matters between the Vice President’s Office and other department heads and managers

· Performs other duties as assigned
· Dispatches outgoing mail and maintains records of documents which require Job Officer’s response and follows-up necessary actions. Follows-up work progress. Ensures direct delivery of confidential materials/mail. Receives and relays messages, and answers routine queries 

· Assist with meeting arrangements, make travel bookings, conference arrangements, and events arrangements including preparation of visual aids, refreshments etc.
· Maintains and updates filing system. Coordinates and follows-up with concerned personnel on matters related to visas, security passes, transport, and accommodation when required

· Ensures good organization in the office and arranges for proper storage of office materials and files.  Ensures that office equipment such as; computer terminal, printer, facsimile are kept and handled properly and requests services for the maintenance in case of any defects
Project Assistant /Project Admin                     
Dussmann Middle East     
Facility Management - Projects                                                   
November 2011 to November 2014
· Arrange meetings, compose correspondences, and prepare statistical reports

· Organizing and attending meetings taking minutes of meeting & dictation

· Reviewing reports prepared by staff before passing them to the client implementing company procedures and project principles, overseeing quality assurance procedures , preparing project  reviews and documenting project details

· Establish and maintain office record including confidential files of the

 company

· Kept detailed messages from the person called upon, containing name, call timing and business nature

· Coordinate with user departments and suppliers in the purchasing scope of work assigned

· Assist in managing and following up overseas orders

· Coordinate with suppliers to ensure on-time delivery

· Extensive contact and coordination with staff at various levels and departments

· Preparing quotation and invoices to the supplier and sub-contractor’s

· Preparing the FM monthly invoices and all invoices related to the project

· Manage the filing, storage and security of documents, drawing`s, manuals etc. and respond to inquiries immediately and effectively

· Performs different functions assigned by the project manager

· Procuring project material, assisting team members during project development 

· Aids in creating and implementing project work plans, revising plans, details based on the client’s needs and project requirement

· Delegates specific tasks for other employees; helps to identify the needed 

resources, and manages daily operations during the absence my line Manager

· Preparing the timesheet of all staff and monitoring the people on site
· Handling and monitoring the petty cash flows on site

Payroll Administrator
Head Office, Payroll Section
November 2007 to September 2011
· Adding new employees, effecting changes to employee’s particulars and financial detail, confirmation of employment and salary queries

· Printing and distribution of Pay slips and letters

· To capture the input documents received from HR
· To reconcile all transactions made out of the payroll

· Prepare voucher and inter office memorandum

· Processing computerized payroll

· Entered and kept up all employee changes for payroll, including new hires and terminations

· Calculated and made retirement, garnishments, and other deduction payments, including Worker’s Compensation benefits and maintaining of all leave entitlement data

· Encode Manpower Daily Report of all employees 

· Organize and maintain paper and electronic files

· Prepare letters, labels, envelopes, documents, reports, etc. 

· Ensure that all work is carried out in a safe and efficient manner 

· Assist personnel when needed at request of employee’s assigned supervisor 

· File, copy, and/or deliver or mail documents 

· Assist with purchase requisitions, claim vouchers, and ordering. 

· Answer phone, take/distribute messages 

Assistant Supervisor/Office Admin 

Al Shurafa - Catering Services

Jeddah, Kingdom of Saudi Arabia

October 2004 to November 2006

· To open/close the catering unit as required. To ensure the facility is available to customers at publicized times and secure at closing

· To organize staff and to ensure the smooth operation of the unit in relation to food service, food safety, cleaning and till operation 

· To assist the line manager in areas of staff attendance, on the job training, ordering) and general merchandising/presentation

· To ensure that all staff provide a courteous standard of service and deal with any customer/staff issues which arise during operation/opening hours

· Will undertake the above duties working on a rotational basis and any additional duties as requested by management

· To allocate duties throughout a shift to catering assistants to ensure consistency of catering service given potential surges in throughput during period of the shift
· Able to provide necessary resource e.g. cleaning consumables, small equipment, uniforms, etc. to enable the catering unit team to function efficiently & productively
· Preparing the monthly report 

Executive Secretary 
                                            
Head Office, Legal Dept.

Metropolitan Bank & Trust Company
            

October 2002 to July 2004

· Respond to public inquiries and provide word processing and secretarial support
· Re-direct calls as appropriate and take adequate messages when required

· Provide support to the Legal Service Officers and Legal Executives

· Prepare legal documents and attend to procedural matters required by Law 

· Prepare meeting agendas, attend meetings, and record and transcribe minutes

· Deal with visitors. Receive and assists different visitors regarding their business in the company

· Prepare routine reports and assign for encoding and recording important file

· Maintain solid customer relationship by handling their questions & concerns

· Communicate verbally and in writing to answer inquiries and provide information

· Liaison with internal and external contacts

· Coordinate the flow of information both internally and externally
Operations Manager
                                            
Karimadon Boutique


SM & Robinson’s Retail Shop
            

January 2000 to September 2002       

· Assist in the recruitment and hiring of the most qualified applicants to meet the store's needs.

· Assist in supervision, staffing and scheduling of the workforce with particular emphasis in areas such as accounting, cashiers, loss prevention, receiving, and maintenance. Ensure compliance with payroll budgets. 

· Review operational reports and records to ensure adherence to Company policies

· Monitor the accuracy of receiving, transfers, debits/damages, returns-to-vendor (RTV's), and charge-backs to headquarters to maintain the accuracy of the inventory

· Coordinate communication between the store and central distribution and/or the corporate inventory control department

· Oversee compliance of Department Managers and all associates with established Company policies and standards, such as safekeeping of Company funds and property, personnel practices, security, sales and record-keeping procedures. 

· Help solve problems that affect the store's service, efficiency, and productivity. 

· Ensure that adequate security exists and that physical facilities comply with safety codes
Office Administrator / Secretary
                                            
Assessor’s Office 

Guimaras Provincial Assessor


May 1999 to December 1999

· Compose inter-office and external correspondences for the office to be sent to other Department

· Receive files and maintains all records, dispatch daily mails and couriers

· Organize and coordinate meetings, conferences, travel arrangements

· Implement and maintain office systems

· Maintain schedules and calendars

· Arrange and confirm appointments                             

· Maintain an effective medium of communication and close collaboration among the workers in the organization

· Serve as the receiver of important mail, documents and ordered items delivered to the organization’s address

EDUCATIONAL ATTAINMENT:

Bachelor in Business Administration  “ Major in Management “                

St.  Paul University of Iloilo 

June  1996 to  March 1999
PERSONAL INFORMATION:

Date of Birth      
 
: 02 July 1977

Civil Status
             
: Single

Language Spoken
 
: English, Little Arabic

