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Personal Particulars

Age: 36, Married





Date of Birth: June 18, 1979

Nationality: Filipino





Gender: Female

Educational Background

College:
Bachelor of Arts degree in Mass Communications



Colegio De La Purisima Concepcion Roxas City, Capiz, Philippines (2000) (Cum Laude)

Secondary:
Capiz State University Pontevedra, Capiz, Philippines (1996)

Elementary: 
Don Maximo Dais Memorial School Capiz, Philippines (1992) (Class Valedictorian)


Trainings and Seminars Attended

ISO 9001:2008 Version AWARENESS 


5’S System

February 24, 2009




August 19, 2009

Enlin Steel Phils Corporation



Enlin Steel Philippines Corporation

EPZA Rosario Cavite Philippines


EPZA Rosario Cavite Philippines

Awareness Training Course ISO 9001:2008

ISO 9001:2008 Internal Auditing Course

April 22, 2009





November 9-10, 2010

LKE Management System Consultancy 


TUV NORD Philippines Incorporated

Enlin Steel Philippines Corporation


Alabang, Muntinlupa City, Philippines
EPZA Rosario Cavite Philippines
Documentation and Records Control


Basic Occupational Safety and Health Seminar

August 18, 2009




DOLE-BWC Prescribed – 40 hour


Enlin Steel Philippines Corporation


April 12-16, 2010

EPZA Cavite Philippines



The Philippine Business for Social Progress Bldg








Intramuros Manila Philippines

 Work Experience Summary
Executive Secretary/Admin/Receptionist
February 2014 – February 2016 (Finished Contract) 
Company Name:  PHOENIX GROUP OF COMPANIES 
Industrial Area 13 Sharjah UAE

SECRETARIAL DUTIES  









· Visa Application (US, Canada, Asia, EU, Russia and others including family occasionally)Travel Hotel and Ticket booking, on line check in, early baggage check in and day wise trip scheduling then following day to day basis by e-mail. Registering CEO Monthly and Annual International Travel and booked ticket 
· Checking mileage/vouchers for possible redemption to get a free fare flights and other privileges; Air Arabia Air Rewards, Jet Airways Privilege, Emirates  Skywards, Cathay Pacific Asia Miles, 

· Coordinating with suppliers/clients for CEO transport from airport and visit schedules by e-mail prior to CEO arrival date.   

· Fax, Scan & filing and maintaining documents for CEO including drafting Letters for customers, suppliers, and other legal correspondence as required.  

· Fixing appointments, keeping records, preparing & sending quotations, Sales Agreement, PI, receiving LPO invoices, following outstanding customers for CEO. 

· Prepare daily schedule for the CEO by filling the “Things to do” Form and follow it before each meeting until the appointment is done. Emails receiving, following with the CEO for the reply to the clients/suppliers in a daily basis.
· Handle Sales for the CEO for following up by call and e-mail, handling CEO client’s inquiry and sending quotations and follow strongly. 

· Compiling and checking CEO International Business Travel Expenses and handover to Accounts for reconciliation.   

· Taking care of inquiries from Bank Agents/Other organization of CEO Personal Property 

· Keeping and maintaining quotation registry for easy reference of tracking prospect for potential deals.   

ADMIN DUTIES: 

· Filing & maintenance of documents for HR, Admin, Exhibitions, Advertisement, Meetings, &Trainings.

· Preparation of Forms and Stationeries that company requires for each exhibition. Coordinate with Exhibition Person In charge until exhibition preparation is completely done. 

· Preparing appointment letter, offer letter, notice, memo, appraisal, job responsibilities, ISO Formats, meetings and all other HR/Admin documents. Maintain personal files of all Staffs 
· Candidate screening, calling and emailing for interview schedule, preparing the interview checklist forms and filing records of selected candidates. Training and Orientation arrangements for the staff and newly joined staffs. 
· Conduct testing for candidates and do the evaluation 
· Creating Forms as required by any Section for the improvement of its flow and processes. 

· Assisting Employees by providing forms for request of leave, salary advance, etc. and assist in following up of approval

· Follow ISO system in the company. Ensure that system is implemented and maintained at all times. 
· Handling all other HR/Administrative works given HR Manager such creating forms for employee’s evaluation for improvement of performance, maintaining of employees files and records. 

RECEPTION DUTIES: 

· Courier arrangement, handling/facilitating shipment, receiving and forwarding. Preparation of Invoice for parcel shipment. Keep tracking of shipment until recipient received the shipment. 

· Follow up of pending purchases for office use like stationeries and other office supplies with Accounts  In-charge. Updating stocks & keeps in charge of Stationery room.
· Receiving and forwarding calls to any desired person including CEO. Take the contact details and purpose of call for reference. 

· Fully taking charge the reception area including receiving and greeting customers/clients. Keeping Muster register daily attendance records. Keeping Safe of Reception Manual/ Diary. 
· Responsible for the documents, CD, videos, hard disk, camera, USB, catalogues customer visiting card, or any information and hand over on request. 

· Attending clients who are coming to visit the company (Coordinate with the office boy/Cleaner for offering refreshment like tea, coffee, water, etc.)  

· Reception Key, Stock Room Key, Car Keys and other office keys from different sections as handed over by technicians/drivers. Uniform Distributions and In-charge of office stationery stocks and inventory
· Help the calibration department for data encoding and printing on appropriate paper as required such as calibration certificates and stickers

· Receiving cash/check payment and receipt issuance.  Registering/Entering Payment Collection  PDC Cheque / Cash and hand transmitting to Accounts Department 

· Invoice and Delivery Note Preparation and Filling up of Service Reports in the absence of Sales Coordinator. 

Project Document Controller 
February –September 2013
Company Name: ROWAN COMPANIES 
Lamprell Hamriya Sharjah UAE

· Responsible for compiling all project related documentation and uploading into the accurate company system called livelink.

· Work directly with the Project Engineers and the Shipyard Document Controller to ensure all files are accurate and complete at the end of the project.

· Ensure that all the files are organized in a clean and orderly manner. Organized and compiled the full documentation project package that is to be delivered to both Rowan Operations and Rowan Engineering during the close out.

· Reports directly to the Project Administrator with continuous direct line of communication to the corporate project document control department.
· Assist Logistic on filing invoices, delivery note, quotation, correspondence and other related record on SAP system.
Field Verification Officer-Standard Chartered Bank & Dubai Islamic Bank 
Mandoob – Inspection under Al Hilal Bank 
(December 2010 – February 2013)
Company Name: International Multimedia Electronics Corporation (IMEC) Sharjah Airport Free Zone, Sharjah UAE
· Responsible for receiving of Field visit request from associated banks Standard Chartered Bank & Dubai Islamic Bank (credit card, business, auto, personal, mortgage loan application, personal finance, and others) and MIS updating. 
· Correspond, arrange, and conduct inspection of goods purchased in behalf of Al Hilal Bank. 
· Collection of data & preparation formatted details after verified and send through email
· Ensures details to be forwarded are on complete details as per bank required essential information and presentation of proof of visit
· Preparation of updated Monitoring Inspection Status and daily sending to corresponding account/type of loan application In charge
· Perform correspondence and accommodate queries via phone calls with the banks regarding status of each application
· Communicate with the customer for location confirmation and request of appointment for office and residence verification
· Consolidate overall conducted field visit reports & inspection made on a monthly basis for billing & Assisting following up account payments from different affiliated establishment
· Perform other Administrative/Accounting tasks as requested.
Receptionist/Front Desk Officer (Temporary Job)
(December 2010 – January 2011/May 2011-June 2011)

Company Name: Dubai International Financial Centre (DIFC), & IDAMA, Dubai UAE

· Attend phone calls and take messages and convey it to the Maintenance Team.

· Welcome and assist customers/visitors, direct persons to correct destination
· Answer telephone, screen and direct calls, take and relay messages
· monitor visitor access and maintain security awareness

· provide general administrative and clerical support, prepare correspondence and documents
· receive and sort mail and deliveries, monitor and maintain office equipment

· control inventory relevant to reception area, tidy and maintain the reception area

· Communicates with authorities during emergency situations.

Quality Management Representative (QMR)
(May 2009 – December 2009)

Company Name: ENLIN Steel Philippines Corp. PEZA, Rosario Cavite 

· To ensure processes needed for the Quality Management System are established, implemented and maintained all throughout the company.

· To report to the Top Management the over-all performance of the Quality Management System and any need for improvement.

· Ensure the promotion of the awareness of all customer requirements throughout the organization.

· Ensure that the internal audit and the management review activities are being conducted on a regular basis.

· Ensure that non-conformances are resolved with the appropriate corrective action to immediately correct any deficiencies in the system

· Appoint Lead Auditor who will be responsible for the conduct of the entire internal audit.

· Acts of liaison to external parties on matters relating to Enlin Steel Phils., Corporation’s Quality Management System.

Executive Production Secretary/Section Head 
(June 2005 – April 2009)

ENLIN Steel Philippines Corp. Philippines Economic Zone Authority, Rosario Cavite Philippines 

· Direct reports to the President all updates and issues concerning production
· Arrange requisition of machine parts to counterpart purchasing abroad by providing specifications, quantity needed and required date needed
· Arrange President’s production regular meetings, taking minutes and providing high level of secretarial support to the Managers

· Supervise Production Assistants in each plant by providing consistent training and education for competency on their assigned tasks
· Perform checking and approval of Manpower acquisition, interview and evaluating applicant’s suitability for the position
· Perform approval of local Purchase Order (LPO) based on Standard Procurement Procedure, negotiating with vendors, examining price suitability, comparing specifications, and deciding alternatives to meet affirmative action, values analysis.
Production Coordinator 
(February 2003 – June 26, 2005)

Golden Will Fashions Philippines 

FCIE Langkaan Dasmariñas Cavite Philippines
· Updating production status report of all accounts from various buyers & Communicate directly with customer’s representative for tracking reports
·  In-charge for Cutting instruction allocation 
·  Arrange inspection schedule for Customer’s QC before delivery of each Manufacturing order & Assist Factory Manager for sub contracting transactions and other related production matters
Production Purchaser
(February 2003-June 26, 2005)

Golden Will Fashions Philippines 

FCIE Langkaan Dasmariñas Cavite Philippines

· Ensure competent quality execution of all regular purchasing duties and administrative works.
·  Maintain complete updated purchasing records/data and pricing in the system.

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

· Assist in managing and following up overseas orders, coordinate with suppliers to ensure on-time delivery.

· Responsible for the preparation and process purchase orders and documents in accordance with company policies and procedures.

· Monitor and co-ordinate deliveries of items between suppliers to ensure that all items are delivered to factory on time.

· Source, select and negotiate for the best purchase package in terms of quality, price, terms, deliveries and services with suppliers.

· Negotiate for best purchasing package (in terms of quality, price, term, delivery and service) with suppliers and sub-contractors assigned.

Working Key Skills





HR/Admin, Secretarial, Customer Service, Purchasing, Data Encoding, Document Record & Control, 


Well Versed on ISO Quality Management System (ISO 9001:2008)


Handling/Supervising Manpower


Computer literate (Microsoft word, excel, power point, outlook 2010, Adobe, SAP and ERP System, basic photo shop)


Good command in English (writing & oral)


Good interpersonal administrative  communication/correspondence, Can work with less supervision & under pressure and a great team player


Administrative and Human Resource 











Executive Profile





Proven ability as a dependable professional with 5+ years’ experience in UAE Administrative & Executive Secretary/ Personal Assistant to the Top Management. 


Demonstrated capacity to provide comprehensive support including travel and meeting arrangements. 


Accomplished at developing and maintaining detailed administrative processes to improve accuracy and efficiency. 


Highly focused and results-oriented in complex, deadline-driven operations; identifying goals and priorities.


Extensive experience in planning and support of various daily office functions 
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