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Brooke 
Career summary
A highly professional, resourceful, flexible, enthusiastic, innovative individual who possesses considerable experience and knowledge relating to Administrative Office Procedures and Procurement.

Work experience
Sharjah, U.A.E. 
PROJECT SECRETARY / ADMINISTRATOR
August 2014 - Present
PROJECT : KUWAIT NATIONAL PETROLEUM COMPANY (KNPC) – MINA ABDULLAH REFINERY
Providing clerical and administrative support to the Client (KNPC).
· Providing a full Professional Secretarial and Administrative support function to the Project Management Team and Department ensuring the smooth running of the department operations. 
· Maintaining the personal records of Managers and Engineers such as timesheets, leave records, personal files/documents 
· Developed and maintained document control procedures. 
· Maintained an efficient, user friendly filing and document control system for personnel and tracking of all documents for the Project Management team. 
· Support the officers and project team in daily 
admin roles and assist to keep stock of stationary supplies available for the department
• Perform data-entry, recording, printing and filing duties
· Undertake  all  ad-hoc  administrative / projects 
duties  as and when required.
· Coordinate all travel arrangements for the Project Management Team such as flight, hotel accommodation, chauffeur, visa arrangements. 
II.  SOLAS MARINE SERVICES CO. LLC
Dubai, U.A.E.
PURCHASING COORDINATOR cum SECRETARY July 2011 – August 2014
Assists Purchasing department with day to day operations. Interacts with suppliers, both foreign and domestic, to maintain pricing and delivery schedules. Interacts with internal personnel as a liaison between supply orders and customer orders.


KEY SKILLS AND COMPETENCIES
· Proactive, flexible and well organized 
· Possess strong organization and office administration skills 
·   Excellent written and verbal communication skills.  
· Has a confident, calm, patient outlook.  
· Efficient and attention to detail with all tasks. 
·   Good Analytical skills. 
·   Ability work and cope under pressure.  
· Ability to multitask and work independently or 
· as a team member 
· Ability to use time efficiently, prioritize work load and meet deadlines. 
· Proficient in MS Office applications 
· Knowledgeable on UAE Labor Law 
· Punctual and reliable.  
· Works without supervision.  
· Customer service skills 
· Travel arrangement and coordination 
· Payroll administration 
SOFTWARE
· Windows 98/XP/7/8 
· Microsoft Office - Word, Excel, PowerPoint, Outlook 
· ERP Software 
· Primavera P6 

PERSONAL DETAILS
Birth Date
: 17th November 1985
Nationality
: Filipino
Status
: Single
Religion
: Catholic
CONTACT DETAILS
Brooke 
ACADEMIC QUALIFICATIONS
	Saint Louis University
	2002 - 2007


BS Commerce
Major in Entrepreneurial Management
REFERENCES
Available upon request.
· Reporting directly to the Senior Buyer, assist with vendor selection and bid evaluations. 
· Arrange expedited shipments to prevent unscheduled manufacturing downtime. 
· Process all purchase orders and invoices for Engineering, Maintenance and Stores Departments 
· Contact suppliers to resolve missed deliveries, short shipments and pricing discrepancies. 
· Coordinate with Storekeepers to maintain proper inventory level of materials. 
· Maintain Purchase Order Data 
· Review and resolve supplier invoice discrepancies 
Responsible for providing secretarial support to Project Division Manager and to Projects Division. Other tasks include covering reception area at times, meeting and greeting visitors, answering queries and dealing with client inquiries. Also responsible for the input and maintenance of data within the company database.
· Carrying out administrative duties like Filing, archiving, photocopying, scanning and faxing documents. 
· Dealing with incoming emails, faxes and post. 
· Screening calls and taking messages. Answering phone and diverting calls. 
· Manage calendar for Project Division Manager 
· Coordinate with the HRD regarding travel and accommodation arrangement for Department Managers and Senior Staff. 
· Handling confidential information in line with the firm’s data security protocols. 
· Ensuring the accuracy and relevancy of all the data entered into the databases. 
BI. CASUGA ENTERPRISES CORPORATION 
Baguio City, Philippines 
ADMINISTRATION OFFICER
June 2009 – June 2011
Responsible for providing an efficient and professional administrative and clerical service to colleagues, managers and supervisors to facilitate the efficient operation of the office.
  Providing    secretarial    services    to    Hotel
· Administrators.  
· Ensuring office procedures and systems operateefficiently.  
· Performed data entry jobs, statistical report preparation and written business correspondence. 
· Provided different support functions in other areas including bookkeeping, financial reporting, bank accounts management. 
· Payroll preparation including data collection, running reports, data inputting, etc. 
· Ensuring all the employee data/documents such as Medical cards and Work permits are up to date. 
· Process all HR forms accurately and in a timely manner (leave forms, sick forms etc.) 
· Preparing/processing of all HR forms, official correspondence relating to probation confirmations, salary certificates, disciplinary measures and all other miscellaneous letters. 

  Preparing/paying  taxes  and  other  payables  and
· processing several Business-related permits. 
· Scanning and copying contracts, notes and other documents.  
  Checking stationary levels and ordering new supplies. 
· Opening, dating, copying and circulating incoming post.  
· Raising purchase orders and chasing outstanding accounts.  
IV. RVV Shell Station
La Trinidad, Benguet, Philippines
FORECOURT & SHOP CASHIER
May 2008 – June 2009
V. Giant Arches Corporation (McDonalds) 
Baguio City, Philippines 
SERVICE CREW (Cashier/Food Handler) September 2006 – January 2008 
VI.  Pizza Volante
Baguio City, Philippines
DINING ATTENDANT
August 2005 – February 2006
VII. Chowking Foods Corporation
Baguio City, Philippines
CASHIER
February 2005 – August 2005
VIII. Gracious Fast food Corporation (Jolibee)
Baguio City, Philippines
CASHIER
May 2004 – October 2004
CASHIERING /FRONTLINER DUTIES
Responsible for providing total customer satisfaction by meeting their expectations in terms of efficiency, accuracy, timeliness and professionalism of response.
· Delivering an exceptional cashiering service through excellent customer service, sales and transaction processing. 
· Building rapport with customers. 
· Resolving Customer complaints. 
· Dealing with large transaction volumes. 
· Taking money, checks, electronic payments, and coupons from customer and giving them back the correct change. 
· Being responsible for accuracy and safekeeping of cashbox. 
· Performing basic computation, keeping balance sheets of amounts and numbers of transaction. 
· Operating cash register, and other machines. 
· Maintaining cleanliness and sanitation in the workplace. 
· Executed stocks purchase & inventory, maintaining of stock level and stock distribution to other branches. 
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