TO: HR DEPARTMENT

I am actively seeking for a position as Receptionist/Secretary opportunity in a demanding, fast-paced multi-tasking office. My years of administrative experience at various companies have equipped me with a multitude of skills, and I would like to continue my growth in your company.

Throughout my career I have demonstrated for my employers an exceptional facility for meeting organizational objectives and demands. I am certain I would prove to be an asset at your company as well. While holding positions in the administrative field for the last 8 years, I have developed the aptitude to quickly adapt to the work methods and routines of my employers. My past experiences working in administration and handling office affairs, along with various other professional settings has prepared me to tackle a wide range of obstacles and complications that may occur. My strong work ethic leads to me getting tasks done swiftly and efficiently, and my ability to time manage and multitask ensures that I am capable of keeping up with various projects and assignments. Patience and dedication are immeasurable qualities which I have also attained while working in high-paced settings and I am certain will only prove to be beneficial characteristics to whatever work environment I am in.
If my abilities meet the needs of this position as well as your company, I would greatly appreciate the opportunity of speaking with you personally at your earliest convenience. Thank you for your time and I look forward to hearing from you.

Position Applied for: Any position that commensurate to my qualifications

Professional Objective:  

I would like to obtain a position in which I can utilize my knowledge, expertise leading to a professional growth. To secure a position that will enable me to use my strong communication & organizational skills, customer service background and my ability to work well with people. With good communication, interpersonal skills and target achieving capabilities.


Professional Skills:

· Knowledgeable in MS Office including Microsoft Word, Excel, PowerPoint, Outlook 
· Has strong written and verbal and interpersonal communication skills
· Well - mannered and has good telephone etiquettes 
· Has effective and efficient time management skills
· Energetic, hardworking, flexible and willing to learn and accept constructive criticism

· Can work under minimum supervision and a fast learner


Professional Experiences:

· Receptionist
OAbu Dhabi LLC
UAE
August 2008 – Present
Duties and Responsibilities:

· Operate telephone switchboard to answer.

· Screen and forward calls, provide information, take messages and schedule appointments.

· Greet persons entering the establishment, determine the nature and purpose of visit and escort them to the specific persons / departments.

· Transmit information or documents to the staff using computer mails or facsimile machine.

· Provide information about establishment, such as location of departments or office employees within organization.

· Keep a current record or staff member’s whereabouts and availability.

· Collect, sort, distribute and prepare mail messages and courier deliveries.

· Maintain records of incoming and outgoing documents official documents.

· Schedule space and equipment for special programs and prepare list of participant.

· Maintain a daily correspondence incoming and outgoing.

· Arrange appointment with the managers if needed.

· Deal with queries from the public and customers

· Ensure knowledge of staff movements in and out of organization.
· Perform general administrative and clerical support.
· Prepare letters and documents

· Maintain logbook for the visitors.

· Make duties such as to maintain lobby or reception area.
· Perform any other administrative tasks assigned by the department manager
· HR Assistant
Watsons Drug and Beauty LLC
SM City Pampanga Philippines
August 2006 – January 2008
Duties and Responsibilities:
· Explained  the organization’s employment and refer qualified applicants to the employing official

· Screened job applicants to obtain information such as education and work experience

· Maintained an orderly and systematic filing system for the department
· Process documentation and prepare reports relating to personnel activities (staffing, recruitment, training, grievances, performance evaluations etc)

· Administer and score applicant and employee aptitude, personality, and interest assessment instruments
· HR Assistant
University of the Assumption
San Fernando Pampanga Philippines
April 2005 – July 2006

Duties and Responsibilities:
· Conducted initial interview to the students to obtain information such as education and family background.
· Prepared student’s records and updating profiles.
· Answered phone calls (incoming and outgoing calls).
· Produced memos, letters and other documents on a computer.
· To carry out any administration requirements from the school HR processes and procedures, including filing and typing.

· HRD Assistant
Municipal Office of San Fernando
San Fernando Pampanga Philippines
July 2004 – February 2005
Duties and Responsibilities:
· Screened job applicants to obtain information such as education and work experience.
· Substantiates applicants' skills by administering and scoring tests
· Conducted internet research to locate resumes.
· Ensured the office filing system is properly maintained and updated.

· Performed any other duties as may be required by the superior.
· Responds to inquiries from employees regarding human resources transactions
Educational Attainment
Bachelor of Arts Major in Psychology

University of the Assumption, Philippines
Year 2002-2006
Personal Information
Gender:
Female

Age:

30

Status:

Single

Nationality:
Filipino
Language:
English, Tagalog


Visa Status:
Residence/Employment Visa
First Name of Application CV No: 1704714
Whatsapp Mobile: +971504753686 
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