
CAROL
CAREER OBJECTIVE:
To obtain a position working as an executive secretary that requires expertise in human resources, experience in finance, computer operations and office management
WORKING EXPERIENCE:
Administrative Staff 

Duration: 1st Jan 2014 to present
Major Responsibilities:

CIVIL AVIATION AUTHORITY OF PHILIPPINES (CAAP) BUTUAN AIRPORT 
· Personnel in HR Department. Provide secretarial support, Meet and greet Clients/customers, Answering phone calls, welcoming new employees to the organization.

· Received information and keeping files such as Memos, Invitation/ confidential letters, Travel Orders, Employees list names, Applicants records, Check the office supplies if available, Send/mail important informations to all Units of office and other satellite airports. 

· Assist in counting the Daily Time Records of all employees every month in order to Payroll done on time and ready for issue.
· Serve as Receptionist and information.
· Receive Complaints and assisted to Clients/guest/passengers who need special assistance.

· Attending Educational Workshops, and keeping Human Resource Information Confidential.

Additional Duties

· Handle the operations related to flights arrival departures and schedule.

· Inform reception supervisor, concierge or guest relation officers when VIP on their way to airport.
· Write all the additional instruction for guests or information about guest arrival or departure.
· Escort the guest in order to provide them a complete assistant.

· Any changes on arrival and departure flight must be reported to Office and chief concierge.
· Submit names and arrival flight numbers to meeting service staff.

· Anything that is related to operation as well as special cases/leaving of post  must be noted down in the logbook.
· VIP guests/Visitors/passengers to be welcomed at the airport.
· Maintain a good relationship with airline personnel, immigration and custom officers under the guidance of the Airport Manager and Director General.
INTERNSHIP
On the Job Trainee at “Bading Elementary School Butuan City, Phils. (Oct 2012- Mar 2013)
6 Months OJT

ALPT SECRETARY / OFFICE ASSISTANT

ALPT UNIT (Airfield, Lighting, Power, Technician Unit) Airport Power Plant.
CAAP Butuan Philippines. (Oct 2014 - Mar 2015) 6 Months.
Major Responsibilities

· Handling the administration work in Unit.
· Counting the Daily Time Record(DTR) and share the report with Cooperate Office.
· Calculating the Fuel Consumption and making the reports monthly.
· Prepare the daily workout documents on Microsoft Office and Company Provided Software.
· Making the payroll of the Units Employees and send for Credit.
· Answering the phone calls and transfer the message.
· Prepare the Work Schedule and Assign duties of all employees in the unit.
· Checking the daily log books and update the Weekly and monthly Reports.
ACADEMIC QUALIFACTION:
Primary Level
         Bancasi Elementary School Butuan City (1998-2003)


Secondary Level
         BIT-IC Balite Institute of Technology International Colleges (2004-2008)

Bachelors Degree
        BEED (Bachelor of Science In Elementary Education)




         BIT-IC Balite Institute of Technology International Colleges (2009-2013)

PERSONAL DETAILS:

Date of Birth

:  25 July 1992

Language Known
:  English, Tagalog

Nationality

:  Filipino

Civil Status

: Single

Status


: Visit Visa

KEY SKILLS:
· Proficient and familiar with MS Office and Computerized software’s

· Documentation Management

· Presentation skills
· Computer applications
ATTRIBUTES:
· Computer Literate 

· Can Communicate People
· Good Moral Character

· High Energy, Dynamics and quick learner
REFERENCES:
Will be provided on requirement.
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