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CAREER OBJECTIVE:
A highly competent, motivated and enthusiastic administrative assistant with experience of working as part of a team in a busy office environment. Well Organized and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. Approachable, well presented and able to establish good working relationships with a range of different people. Possessing a proven ability to generate innovative ideas and solutions to problems.
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QUALIFICATIONS:
· Strong organizational, administrative and analytical skills. 
· Excellent spelling, proofreading and computer skills. 
· Highly analytical and strategic planner 
· With good interpersonal skills. 
· With good English communication skills both written and verbal. 
· Proficient knowledge in computer system, Microsoft Office (Excel, Word ), Open Office. 
· Highly organized and well dedicated to work. 
· Team-player and goal-oriented person. 
· Ability to maintain confidentiality. 
[image: image5.jpg]




Personal
Information
Nationality:
Filipino
Country of Origin:
Philippines
Date of Birth:
April 12, 1980
WORK EXPERIENCES:
Company:

SHARJAH, U.AE
Duration:
June 2013 – June 2015
Industry:
RTW & GARMENTS
Position:
RECEPTIONIST cum ADMIN SUPPORT
Duties and Responsibilities:


Civil Status:
Married
· Meeting and greeting clients and visitors to the office. 
· Typing documents and distributing memos. 
· Supervising the work of office juniors and assigning work for them. 
· Handling incoming / outgoing calls, correspondence and filing. 
· Faxing, printing, photocopying, filing and scanning. 
· Organizing business travel, itineraries, and accommodation for managers. 
· Monitoring inventory, office stock and ordering supplies as necessary. 
· Updating & maintain the holiday, absence and training records of staff. 
· Responsible for purchase orders. 


Additional
Information
Visa Status:
Husband Visa

Raising of purchase orders and invoice tracking.

Creating and modifying documents using Microsoft Office.

Setting up and coordinating meetings and conferences.

Involvement in social media implementation..

Updating, processing and filing of all documents.
Company
GULF PANORAMA PRINTING LLC.
Duration:
Feb. 2012 – May 2013
Industry:
Print ads. & Media
Position:
Tele Marketing Executive cum Admin Support
Duties and Responsibilities:
· Interact with customers to obtain additional credit information to support credit lines 
· Reconcile transactions and balances to maintain accurate accounts 
· Initiate credits and adjustments to customer accounts within company policy limits 
· Check for credit viability on requests for extended terms, and evaluate various adjustments or exception documents 
· Submit requests to senior management and supporting documentation for accounts requiring credit lines 
· Research and make decisions on finance charges. 
Company:
JAG PHILIPPINES ( GAISANO MALL BRANCH )
CAGAYAN de ORO, PHILIPPINES
Duration:
JUNE 2005 – MARCH 2007
Industry:
RTW
Position:
SALES ASSOCIATE
Duties and Responsibilities:
· Welcomes customers by greeting them; offering them assistance. 
· Directs customers by escorting them to racks and counters; suggesting items. 
· Advises customers by providing information on products. 
· Helps customer make selections by building customer confidence; offering suggestions and opinions. 
· Documents sale by creating or updating customer profile records. 
· Processes payments by totaling purchases; processing checks, cash, and store or other credit cards. 
· Keeps clientele informed by notifying them of preferred customer sales and future merchandise potential interest. 
· Contributes to team effort by accomplishing related results as needed 
Educational Attainment:
Bachelor Degree in Psychology
Xavier University ( Ateneo de Cagayan University )
Cagayan de Oro City., Philippines
March 2002
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