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POSITION APPLYING FOR:     Receptionist / Secretary / Customer Service
JOB OBJECTIVES: 
To be able to work with a variety of people who are active, self-motivated, dynamic and willing to face unpredictable challenges. To fully utilize my management and leadership skills and to develop my potentials with an organization that advocates personal growth and professional advancement.











WORK EXPERIENCE:
Company Name      :              INTERMED TRADING & CONTRACTING CO. W.L.L   

                                                AL Fereej Bin Mahmoud Area
                                                Al-Bahzad Bldg. 3rd Floor Office. No: 303

                                                P.O. Box: 24507 DOHA, QATAR
                                               July 18, 2007 to September 10, 2014
Designation             :               RECEPTIONIST / SECRETARY CUM ACCOUNTING ASSISTANT


Duties and Responsibilities:

· Responsible for meeting and greeting visitors and providing them with professioanal customer service, and incharge of maintaining a pleasant and welcoming, but efficient and professional reception area.
· Effectively and Profesionally answering the telephone and dealing with inquiries.
· Receiving deliveries, couriers, incoming faxes and arranging distribution to recipients.
· Logging information on calls received and maintaining detailed records.

· Responsible for sending electronic mails, SMS, Facsimiles and faxes to clients and concerned authorities.
· Assist Liason officer for the preparation of employment contract and accredited papers for the company’s affiliated manpower agency for the proccess of documents of manpower supply and job order. 

· Responsible to keep monitoring of Passport and visa soft copy,  and Company’s rules and regulations in data management system.
· Administrative support to General Manager for preparing documents such as, Bill of Quantity, General Condition of Sales, Invoices, Cheques, booking courier, and update Company Profile and other related administrative works.
· Administrative support to Project Manager to update status list of workers, assigned in factory and in Site Projects.
· Preparation of Daily Working Time Records and Monthly Salary Statements, vacation and Sick leave reports for site workers.

· Responsible for flight and Hotel bookings for new workers and office staff.
· Assist accounting in processing Cheques for payments and disbursing thereof according to established procedures.

· Preparation of Petty Cash reports of expenditures.        

· Processing and checking of billing Invoices against Purchase Order, and Delivery Notes
· Preparation of quotations and Local Purchase Orders (LPO) for the required materials.

· Communicating on the local supplier to follow-up purchase order and cheques for payment.
· Sourcing HR, office supplies and services as and when required. 
· Maintain filing incoming and outgoing letters and other related documents and ensure that all documents are received, registered and sorted.
· Organizing and keeping well-organized files and ensure confidential information and documents are handled with complete discretion.

Company Name           :      MITSUBISHI CORPORATION CABLE PROJECT

                                              C - Ring Road, Al-Emadi Business Center Bldg. DOHA, QATAR
                                              August 2006 – July 2007

Designation                 :       RECEPTIONIST / SECRETARY CUM ACCOUNTING ASSISTANT

Duties and Responsibilities:
· Meeting and Greeting visitors with professional customer services and answering the telephone and dealing with inquiries.
· Receiving deliveries, couriers, incoming faxes and arranging distribution to recipients.
· Assist accounting to prepare payment Instructions for clarifications of Payments.
· Assist accounting to prepare Bank Transfer Letter for ATM Bank Salary.

· Assist accounting in preparing petty cash reports of Expenditures.

· Assist accounting in processing and checking of Billing Invoices against Purchase Order and Delivery Notes.

· Assist accounting in preparing Daily Working Time Records and Payroll Salary.

· Responsible for the arrangement and schedule of meeting with the client and the general manager.

· Monitor office premises cleanliness and orderliness.

· Sourcing HR, office supplies and services as and when required. 

· Handles Incoming Phone calls, Faxes and E-mails.

· Organizes file handling and documentation.

· Booking courier to send required documents to other company.

· Organizes file handling and documentation

· Performs other related duties as required.

 EDUCATIONAL BACKGROUND:  

   College:                          Bachelor of Science in Business Administration
                                          ABE INTERNATIONAL COLLEGE OF BUSINESS AND ACCOUNTANCY                       

                                          Ortigas Cainta, Rizal (Philippines)                                                                                      

                                          Graduated (June 2002 - May 2006)
Vocational:                         Computer Programming (Business Systems)                                        

                                            SYSTEM TECHNOLOGY INSTITUTE (STI COLLEGE) 

                                            Ortigas Cainta, Rizal (Philippines)

                                            Graduated (June 2000 - May 2002)
 SEMINAR AND TRAINING ATTENDED:
· Photoshop Design            

                               Held @ Overseas Workers Welfare Administration (Owwa) Doha, Qatar 

                                                       July -  December 2011.
· Webpage Design            

                               Held @ Overseas Workers Welfare Administration (Owwa) Doha, Qatar 

                                                       January -  June 2011.
· PC Assembly + Net Working            

                               Held @ Overseas Workers Welfare Administration (Owwa) Doha, Qatar                             

                                                       July - December 2010.
  PERSONAL BACKGROUND:                
                   Born on November 28, 1977 in Paco, Manila Philippines. Weight 120 lbs. and 5’2 ft.” in height. Has excellence interpersonal and Communication skills. Can be very flexible. Highly proficient in Windows Operating System and Microsoft Office package. Is strategic and smart. Practices superb work ethics. Lives a healthy lifestyle. Conversant and proficient on English languages. Interested in outdoor sports such as badminton, tennis and bowling, and interested in traveling, visual entertainment and meeting people. 
  REFERENCES:               Available on Request                     
I hereby certify that all information presented in these curriculum vitae is true and correct 

to the best of my knowledge and belief.
