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Professional Summary:
A multi – skilled Professional with good Administrative and Secretarial skills looking to fill a position in a reputable company. 
Core Qualifications:
· Proficient in Microsoft Office: Word, Excel, Outlook.

· Ability to work in a team and establish professional relationships.

· Willing and able to work beyond office hours if necessary.

· Knowledge in Basic Accounting



Working Experience:

IDP Engineering Consultancy 
Al Barsha, Dubai

March 2014 – present

Receptionist cum Secretary
Responsible for all the administrative works within the Office, as well as providing general secretarial support to maintain a smooth and effective operations in the office.
· Handles the reception. Answers and directs inquiries.
· Maintains a suitable and sufficient office stationary supplies.
· Handles the petty cash. 
· Processes supplier invoices and cheque requests as required.
· Assists the Admin. Manager in reviewing the terms and conditions for contracts.
· In charged in resourcing of candidates and appropriately advertising for and recruiting place-able staff.
· Organizes and files important and confidential documents and prepares matrix for recording.
· Updates the database with confidential and relevant information. 
· Coordinates and communicates activities for the Office, including all employee events. 
· Assists with audit preparation for month end.
· Provides clerical support to accounting manager.
· Handles Petty Cash and prepares Petty Cash Reports.
· Assists colleagues with clerical works such as typing documents, printing, photocopying, binding, etc.
· Assists Interior Designers in preparing material board presentation.

· Prepares colleagues’ Time Sheets every end of the month.
· Direct reporting to the CEO of the company, preparing reports, arranging meetings and handling schedules.

· Performs other duties as assigned.
Regus Global Service Centre (BPO) 
Bonifacio Global City, Philippines
March 2012 – February 2014
Accounts Payable Associate
· Posts invoices for EMEA region particularly (Austria/Ireland/Luxembourg/Denmark/Norway/Poland/Slovenia/ Bulgaria/Lithuania)
· Checks and prepares invoices and expenses ready for processing/posting.

· Posts Fixed Assets,  Travel & Expense, Prepayment Fixed Asset Adjustment

· Allocates Supplier’s Credit Note to their open invoices. /Coordinates with supplier for refund of their Credit Notes.

· Prepares open item report for the invoices due for the weekly payment run.
· Ensures every invoice due will be included in the weekly payment run.

· Prepares weekly status report for monitoring of invoices posted within a week.
· Answers queries from centers and suppliers regarding payments (EMEA region).
· Makes a follow up for rejected invoices every week.
· Ensures invoices were processed within 24 hours sla.
· Ensures all queries resolved within 24 hours sla.

· Serves as back up or support to other colleagues.

· Checks and updates bank details of suppliers.
· Maintains a zero queue every end of the day.

· Communicates with Suppliers and Centers for the handled countries.

· Maintains a systematic and up-to-date filing system.

Captive Printing Corp.
Manila, Philippines
November 2010- December 2011
Accounting Associate cum Administrator
· Prepares invoices for bank clients like HSBC, Union Bank, BDO, Metrobank 
· Handles Petty Cash

· Ensures that delivery receipts would tally with the purchase orders from clients.

· Prepares distribution list and acknowledgment receipts for bank branches where items would be delivered.
· Handles the front desk in receiving and directing incoming telephone calls, relaying messages swiftly and accurately.
· Checks payments received from clients and updates the system accordingly.
· Attends to clients’ concerns and demands.
· Coordinates meetings with other departments.
· Maintains a systematic and up-to-date filing system.


Personal details:
Birthday

: January 20, 1990
Birthplace

: Cebu, Philippines

Height

: 5’4”

Weight

: 100 lbs.

Nationality

: Filipino

Religion

: Christian
Civil Status

: Single


Education: 

Tertiary            
  : Polytechnic University of the Philippines

: Bachelor of Business Administration Major in                                            Management

 

  : Sta. Mesa, Manila, Philippines
  : ( 2006 - 2010)
Secondary 
            : Pasay City South High School

                         

   : Pasay City, Philippines
                      : ( 2002 - 2006)

Elementary             : F. Serrano Sr. Elementary School

 

    : Paranaque City, Philippines
                       : ( 1996 -2002)
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