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Graduate of Bachelor of Science Major in Computer Science    

    With four years experience as Executive Secretary 

and two year experience as Customer Service 
ON TRANSFERRABLE VISA  
SUMMARY OF QUALIFICATIONS: 
	· Excellent in English both writing & speaking.
· Type at least  60 words per minute.

· Basic Computer trouble shooting.

· Application Software: MS Word, Excel, PowerPoint, Access 


	


 RELEVANT WORK EXPERIENCE:
EXECUTIVE SECRETARY
Gulf Laboratory for Soil Investigation
UAE

October 2014 - Present
· Answer telephone calls and transfer them to the corresponding department.
· Preparing quotations for all departments (both technical and commercial).

· Preparing Local Purchase Order and Correspondences.

· Provide administrative / clerical support to HR department.

· Conduct initial interview for Secretaries and endorse to General Manager for final interview.

· Preparing invoices for each department.

· Managing all the contracts of the Company.

· Handle incoming mails and managing office supplies of the company.

· Make follow-ups to different departments for any pending documents
· Schedule meetings and manage travel and schedule.
· Prepare confidentialand sensitive documents.
· Maintain hard copy and electronic filing system.
· Sign for UPS / FEDEX / ARAMEX / DHL and any other packages.

SECRETARY TO DEPARTMENT MANAGER
Arab Center for Engineering Studies
, UAE
June 2011 – September 2014
· Attend to visitors and deal with inquiries on the phone and face to face.
· Supply information regarding the organization to the general public, clients and customers.

· Prepares and manage quotation, correspondence, reports and documents.

· Making sure that appropriate references were used based on document control procedure.

· Checking on documents before submitting them for approval. This entails checking the documents for typographical errors, misinformation, and spelling and punctuation errors.
· Receive and register all incoming documents, letters, faxes received.

· Take type and distribute minutes of meetings.
· Handles incoming mails and other materials.
· Set up and maintain filing/storing systems.
· Communicate verbally and in writing to answer inquiries and provide information.
· Operates office equipment and manage office space.

CUSTOMER SERVICE REPRESENTATIVE
iQor Philippines
May 18, 2009 – April 08, 2011
· Provides a valuable link between the customers and the company.
· Receiving inbound calls and making outbound calls on behalf of the company’s brand-name clients.
· Responsible for answering product questions and servicing accounts while handling a high volume of incoming calls in a fast-paced environment.
· Taking online payments for customers accounts.
CERTIFICATE OF TRAININGS AND SEMINARS ATTENDED:
· Certified Microsoft Office Specialist (MS Word 2003), STI College, 2009

· ODBC/ADODB Seminar, STI College San Fernando - October 13, 2008
· Advance Visual Basic, STI College San Fernando - April-May 2008
· Animation, STI College San Fernando - April-May 2008
· Java Mobile Programming, STI College San Fernando - January 10, 2009
· Wireless Networking, STI College San Fernando - January 24, 2009

EDUCATIONAL BACKGROUND

Bachelor of Science Major in Computer Science
STI College San Fernando (Philippines)
2005-2009
PERSONAL IDENTITY

Date of Birth
 

: September 16, 1989
Marital Status

: Single
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