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_________________________________________________________ 
CAREER OBJECTIVE:

Armed with years of experience in the relative field, I look forward to apply my professional as well as managerial skills for the betterment of your organization. The course of my duties also required me to arrange meetings and seminars, apart from preparing reports and correspondence. My employer organization has also made use of my oratory skills as well.
EDUCATIONAL ATTAINMENT

COLLEGE

:   BATAAN STATE COLLEGE (BPSU)




    Dinalupihan, Bataan, Mach 1999
Course


:   Bachelor of Elementary Education (BEEd)  
Major                                  :    Mathematics
HIGH SCHOOL
:   DINALUPIHAN COMMUNITY HIGH SCHAOOL




    Dinalupihan, Bataan, March 1995
PROFESSIONAL EXPERIENCES
May 29, 2012 – up to present    
Secretary / Receptionist




           
Ansar Group of Company




           
Ansar Gallery, Barwa – Doha, Qatar
· Greet visitors and determine whether they should be given access to specific individuals.
· Report directly to Deputy General Manager and all the Department Managers 
· Gather information related to key issues by collaborating with various levels of management.
· Handled proper direction of business relations and distribution of company literature by communicating with external contacts.
· Offered total administrative support to all the managers.
· Organized details of agendas, meetings, itineraries, travel arrangements and expense reports.
· Managed preparations of important reports for Deputy General Manager.
· Attending monthly meeting for General Managers/ Showroom Manager & Department Managers.
· Meet with individuals, special interest groups and others on behalf of executives, committees and the board of Directors.
· Review operating practices and procedures in order to determine whether improvements can be made in areas such as workflow, reporting procedures.
Dec. 23, 2011 – May 29, 2012
Secretary / Receptionist
Sama Al Shams Trading Co.

Sharjah, United Arab Emirates
· Coordinate and direct office services, such as records and budget preparation, personnel and housekeeping, in order to aid executives.
· Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, database, and/or presentation software.
· Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work.

· Prepare responses to correspondence containing routine inquiries.
· Open, sort, and distribute incoming correspondence, including faxes and email.

May 23, 2005 – Oct. 23, 2011       Secretary / Receptionist






Ansar Group of Company






Ansar Gallery Barwa – Doha Qatar

· Demonstrated proficiencies in telephone and front-desk reception within a high volume environment.

· Ensure the office supplies monthly and doing LPO and Material Request for Office/Showroom supplies.

· Filing Documents and Paper works.

· Conduct research, compile data, and prepare papers for consideration and presentation by executives, committees and boards of directors.

· Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution.
Nov. 15, 2004 – Aug. 23, 2005      Data Encoder





  TBKA Gallery 





  Dinalupihan, Bataan – Philippines
· Prepares source data for computer entry by compiling and sorting information; establishing entry priorities.

· Contributes to team effort by accomplishing related results as needed.

· Check source documents and completed work for accuracy.
· Maintain logbooks or records of activities and tasks.
· Respond to requests for information and access relevant files.
· Comply with data integrity and security policies.
· Reviews and verifies source materials to determine accuracy and completeness of information; follows up to correct or complete data. Compiles, sorts and counts data to be entered.
Nov. 15, 2000 – Aug. 23, 2004 
 Teacher





 Saint Joseph Special School 






 Dinalupihan, Bataan – Philippines
· To teach and educate students according to guidelines provided by the National Curriculum Framework under the overall guidance of the competent education Authority;

· To teach and educate students according to the educational needs, abilities and attainment potential of individual students entrusted to his/her care by the Head of School or Head of Unit Main Responsibilities

· Planning, preparing and delivering lessons to all students in the class.
· Teaching according to the educational needs, abilities and achievement of the individual    students and groups of students;

· Adopting and working towards the implementation of the school development Plans of the particular school they are giving service in;

· Assigning work, correcting and marking work carried out by his/her students.
· Assessing, recording and reporting on the development, progress, attainment and behavior of one’s students;

· Providing or contributing to oral and written assessments, reports and references relating to individual students or groups of students;

· Participating in arrangements within an agreed national framework for the appraisal of students’ performance;

· Promoting the general progress and well-being of individual students, groups of students or class entrusted to him/her;

· Providing guidance and advice to students on educational and social matters and on their further education and future careers; providing information on sources of more expert advice;

· Demonstrated proficiencies in telephone and front-desk reception within a high volume environment.

I. KEY SKILLS AND COMPETENCIES
· Developing & implementing new administrative systems.

· Can undertake routine typing and filing duties as appropriate.

· Maintaining effective working relationships with colleagues.

· Strictly following office and company policies and procedures.

· Ability to accurately maintain relevant recording and information systems.

· Able to type reports and correspondence for senior managers.

· Able to assist in the recruitment of new staff, sometimes including training and induction.

II. TRAINING & SEMINARS
· First Aid from Qatar Civil Defence
· Reinventing Teaching and Learning through Multiple Intelligence and Learning Styles. Saint Scholastic University – October 2002.
III. 
PERSONAL DATA
Date of Birth

:
December 15, 1977 



Civil Status       
: 
Married
Religion
    
:
Roman Catholic

Height
    

:
5'5" 




Weight
   

:
130 lbs.

