First Name of Application CV No 1680678
Whatsapp Mobile: +971504753686 

[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




To get contact details of this candidate Purchase our CV Database Access on this link.

http://www.gulfjobseeker.com/employer/services/buycvdatabase.php
	Objective


To obtain a challenging position in which I can utilize my diversified accounts and experience in an environment where individual achievement will be recognized and given an opportunity for growth.
	Specialized skills and Knowledge


· Responsible and possess initiative

· Hardworking

· Ability to work independently and as team player

· Computer literate (Microsoft Office and Basic Internet Explorer)
· Self starter and can easily adjust
· 16 years experience in Administration, Secretarial Job including Document Controller
	Professional Experience


As Document Controller cum Secretary to present.
PROJECT: ` Al Sila’a Community Hospital, Western Region, Abu Dhabi.

Owner : SEHA (Abu Dhabi Health Services Co.)

Employer: Musanada (Abu Dhabi General Services)
PMC : M/s. Hill International

Engineer : M/s. HDP (Healthcare Designers & Project Managers)
Contractor: M/s. Al Faraa General Contracting
Project Value: 360 Million.
September 15, 2012 to Present: HDP (Healthcare Designers & Project Managers)

	Job Profile


· Prepare logs for shop drawings, material submittal, method statement, sample tag, RFI, EI, Site Memo and Observation, Site Instructions, NCR, CIR, MIR.

· Ensure proper document classification sorting, filing, and proper archiving.
· Maintain records for all incoming and outgoing correspondence.

· Review completeness of documentation and prepare document transmittal.

· Retrieval of documents, create templates, proper storage of documents, such minutes of meeting, drawing, specification, NOC’s and authorities approvals.
· Prepare close out report, operation and maintenance manuals according to project quality plan.

· Perform administrative tasks as needed.
	Professional Experience


Iris Modern Urban Management / Souk Central Market
July 26, 2010 to March 21, 2012
Office Clerk / Executive Secretary / Data Entry Operator
	Job Profile


· Greeting customer in a courteous and professional manner.
· Encoding of different data to the system.

· Answer telephone calls and queries.
· Direct customer to the people concerned.
· Responsible for scheduling and maintaining organization calendars.
· Doing clerical function and filing documents.
· Act as a gatekeeper and a channel of communication of the company.
· Attending to the needs of the customers.
· Arranging appointments and meetings.
· Securing the safety of the customer.
· Sorting of various mails and correspondence.
	Professional Experience


City Clinic / Waheedah Pharmacy

Feb. 1, 2009 to July 15, 2010
Secretary Cum Document Controller
	Job Profile


· Attending to the needs of patients.
· Assisting patients of their insurance cards for processing.
· Registering patient in our data base system.

· Making electronic claims for different insurances.

· Preparing statements and bills.

· Perform clerical functions.

· Do the systematic filing of medical records.
· Updating our clinic management software.

· Answer telephone calls.
· Schedule meetings, appointments, bookings and travel arrangement.
	Professional Experience


Arabtech Jardaneh Engineers & Architects International

Oct. 16, 2008 to Jan. 31, 2009

Secretary /Document Controller (Temporary)
	Job Profile


· Responsible from day to day operations of the company.

· Perform clerical functions.

· Schedule meetings, appointments, bookings and travel arrangement.

· Systematic filing of records (Incoming and Outgoing).

· Act as Chief Administrative officer, sees to it company’s implementing rules and regulation is followed

· Filing of confidential matters such as offers, pay slips, and company profiles.
· Answer telephone calls and using office equipment.  
· Arrange travel bookings.

· Attends to visitors, couriers, suppliers, clients at the reception.

	Professional Experience


BOOKLAND INTERNATIONAL TRADING CORP
           Unit 1604, City Land 10 Tower 2 Salcedo Village
           Makati City Metro Manila Philippines 

           March 2004 to May 2008


 4 years as Secretary Cum Document Controller
	Job Profile


· Administer the day to day operations of the company.
· Assign them to there respective area of operations in different establishments.
· Have a physical inventory of all the stocks. 

· Acts as the chief administrative officer of the company, ensure that continuous improvement, Company Policies / Rules and  Regulations are being practiced and implemented.

· Monitor the performance of the sales people.                        .
· Handle of accounts for collection.

· Files and maintains all records (outgoing and incoming). 

· Schedules meetings and appointments, for prospect clients.
	Professional Experience


DABARDE PRESS TRADE INC.
Libertad St. Bacolod City Philippines
           January 2002 to February 2004
2 years as Secretary Cum Document Controller
	Job Profile


· Verify quality accounts for collection.
· Ensure that all stocks are accounted for deliveries.

·  Attends to the queries of customers, suppliers and visitors. 

· Answers, receives and attends phone call inquiries about products of the company.

· Maintain harmonious relationship with the sales people.           

· Ensure that continuous improvement, Company Policies / Rules and Regulations are being practiced and implemented.

· Maintains and develops systematic document filing of records (Incoming and Outgoing).

· Prepares outgoing communication letters.

· Filing of employees profile, offers, pay slips and other confidential documents.
	Professional Experience


           REGNANT CORPORATION
Bacolod City, Philippines  

November 1997 to December 2001
           4 years as Verifier / Admin Assistant
WDA FISHING

Bacolod City, Philippines 

May 1995 to October 1997 
           2 years as Disbursing Officer / Admin Assistant 
GTH TRADER CORP.
Bacolod City, Philippines  

March 1991 to April 1995

4 years as Marketing Officer
	Personal Data


Date of Birth: 

December 22, 1969
Place of Birth:

Philippines

Height:


5’8”


Nationality:


Filipino


Visa Status

:          Employment Visa 
	Academic Qualification



Bachelor of Science in Commerce Major in Management

1990 – Graduate

University of Negros Occidental-Recoletos
           Bacolod City, Philippines
