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OBJECTIVE:

To apply my knowledge and skills in any suitable job and a reliable worker with the ability to quickly learn new concepts and skills. Has the capacity to succeed in a stimulating and challenging environment that will provide me with advancement opportunities.

WORK EXPERIENCE:


May 15, 2013 – December 30, 2013
Office Secretary

BBY Master Motor

Center Ltd., Co.

EDSA Balintawak,

Quezon City,

Philippines

· Answer incoming calls promptly, professionally, with a friendly attitude. Take reliable, accurate messages, and route them to appropriate staff. 

·   Handle questions and requests that fall within level of responsibility. 
· Welcome all visitors and handle their request or refer them to appropriate personnel. 

·   Assist with preparation of purchase orders and payment authorizations. 
· Prepare correspondence, forms, requisitions, deed of sale and receipts for transportation office using personal computer. 

· Receive and process work orders. 

· Compile pertinent data to prepare various required state and local reports. 

· Comply with all district policies, as well as state and federal laws and regulations 

· Maintain confidentiality. 



HR/Administrative staff

Lancaster Hotel Manila-

Philippines

Shaw Boulevard,Mandaluyong

City, Philippines

· Performs a wide variety of responsible clerical, technical, administrative, and office support duties in support of the City’s Human Resources Division. 

· Provide customer service, both in person and by telephone. 

·   Take and relay messages. 
· Maintain  eligible  candidate  lists;  provide  names  of  eligible  to
· department to representatives upon appropriately approved request. 
· Operate a variety of office equipment including a computer, and copier; utilize various computer application software packages. 

· Perform a variety of general office support duties; make copies.

· Perform related duties as require. 



Receptionist

Lancaster Hotel Manila-

Philippines

Shaw Boulevard,Mandaluyong

City, Philippines

· Picking up phone calls and connect with their appropriate department.
· Deliver excellent customer service, at all times.
· Deal with all enquiries in a professional and courteous manner, in person, on the telephone or via e-mail.
· Carry out instructions given by the management team and head office.
March 19, 2015 – Present
Executive Secretary

Rimas General Trading LLC

Business Village Block B., Deira

Dubai, UAE

· Picking up phone calls and connect with their appropriate department.
· Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution.
· Open, sort, and distribute incoming correspondence, including faxes and email.
· File and retrieve corporate documents, records, and reports.
· Greet visitors and determine whether they should be given access to specific individuals.
· Prepare responses to correspondence containing routine inquiries.
· Prepare Quotations and Delivery Order.
· Perform general office duties such as ordering supplies, maintaining records management systems.
· Monitoring production management, and receive and process work orders.
· Perform Coordinator task of the company.
SEMINARS AND TRAININGS ATTENDED:

 Events
Management
and
Cultural
Heritage

· Appreciation 2011 
· Corporate Speech Symposium
· 2011 
SPECIAL SKILLS:

· Computer Proficiencies (MS Word, MS Excel, MS Power Point, Outlook )
· Excellent Communication Skills.
· Office Procedures (answering multi-lined phone systems, transcription and speed typing)
EDUCATIONAL ATTAINMENT

College
: Bachelor of Science in Hotel and Restaurant Management

Far Eastern University – Philippines

Nicanor Reyes Street, Sampaloc, Manila, Philippines

	PERSONAL INFORMATION
	

	Date of Birth
	:
	December 6, 1992

	Age
	:
	23 years old

	Place of Birth
	:
	San Antonio, Nueva Ecija, Philippines

	Citizenship
	:
	Filipino

	Civil Status
	:
	Single

	Sex
	:
	Female

	Religion
	:
	Catholic


