     LOVELIE 


CAREER OBJECTIVE
· To be an integral part of an established company where I can hone my skills, can contribute knowledge and can gain experience related to my chosen expertise.
QUALIFICATIONS & SKILLS

· Four (4) years of working experience as an Personal Assistant, Administrative and Office Support

· Proficient in MS Office Word, Excel, PowerPoint.
· Fast learner, eager to learn new skill and willing to undergo training

· Can easily adapt to a fast pace working environment
· Multitasker, can work under pressure with minimal or no supervision.

· Has basic knowledge in AutoCAD

· Can join immediately
EDUCATIONAL ATTAINMENT

· Certificate in AutoCAD Complete 2013

Standford IT Learning, Ortigas, Philippines

November 2013
· Bachelor of Science in Electronics & Communication Engineering
Technological Institute of the Philippines, Manila, Philippines
April 2012
WORK EXPERIENCES
Position:


Personal Assistant / Office Administrator
Company & Industry:
Marine Heliport Solutions & Engineering
Dubai Festival City, Dubai, UAE

December 2015 – Present
Duties & Responsibilities:

· Performs multitasking role as Personal Assistant and Office Administrator

· Provides all administrative support to the CEO of the company

· Reminds the CEO to his daily schedules, meetings and appointments
· Takes full charge of the office when CEO is not around and ensures everything is in place
· Attends phone calls and communicates to walked in customers and all related enquiries
· Does cheque encashment
· Handles petty cash fund and  company expenses
· Monitors availability of office supplies and purchase when necessary
· Checks and ensures all fuelling files are updated daily 
· Makes offer letters, daily time record sheets, staff schedules, memo’s and other business related letters / reports
· Makes invoices, receipts, booking forms, checklists and other  alike required forms

· Prepares monthly payroll 
· Prepares monthly summary of petty cash expenses 

· Prepares fuelling reports on a daily, weekly and monthly basis
· Files and sorts of all companies and CEO personal documents in an organize manner
Position:


Secretary / Personal Assistant
Company & Industry:
Al Jewar Trading Co. LLC & Smart Key Real Estate Broker LLC

Al Barsha 1, Dubai, UAE

March 2014 – November 2015 

Duties & Responsibilities:

· Provides all administrative support to Managing Director of the company
· Reminds Managing Director to his daily schedules, meetings and appointments

· Prepares monthly payroll as per WPS requirement
· Attends phone calls and all related enquiries

· Makes invoices, packing list, debit notes and receipts
· Arranges courier pick - ups and deliveries

· Handles petty cash fund and  company expenses

· Prepares annual summary of expenses of the company 

· Monitors availability of office supplies and purchase when necessary

· Manages all company bills and Managing Director’s personal bills and ensures payment on time
· Files and sorts of all business related documents and emails in an organize manner
· Places company advertisements and updates company website

· Does research and seeks new potential properties for lease.
· Communicates to all owners for the advertisement of their property 
· Coordinates with the clients to know what’s their property requirement
· Prepares the list of all available properties for rent and for sale on a monthly basis
Position:


Personal / Administrative Assistant

Company & Industry:
Next Step Training & Consulting Inc.

November 2012 – October 2013

Duties & Responsibilities:
· Provides all administrative support to Partner / Regional Event Director of the company
· Maintains calendar of company activities
· Arranges company director’s personal and business meetings
· Books  and manages company director’s business travel 
· Does all researches of all information needed and required for business presentation
· Prepares reports, presentations, flyers and invitations related to company events
· Checks, updates and communicates to all emails and telephone conversations
· Records information regarding meeting agendas and teleconferences
· Updates company website by  posting news feed & related company events
· Prepares a summary of all local and  and international travel expenses of the company partner 
· Handles petty cash fund and maintain list of expenditures related to events.
· Prepares cheque payments and does cheque encashment
· Makes inventory of office supplies
· Maintains proper filing and sorting all business related emails
· Attends phone calls and all related enquiries
Position:


Project Support Implementation Engineer / Staff Validator

Company & Industry:
Department of Energy – Contracting Office
Philippine Energy Efficiency Project 

           


Manila, Philippines

  


January – October, 2012
Duties & Responsibilities:
· Validates, checks and counts luminaires on all government buildings, agencies, and schools 
· Checks qualities and specification of traffic lights, and note discrepancies.
· Ensures that all installed lightings are updated and changed to LED, and in line with the campaign of saving the power and energy consumption.
· Tallies and records all noted problems and submit related reports to immediate supervisor.
PERSONAL INFORMATION

Age



:              26 years old

Marital Status

:              Single
Nationality


:              Filipino
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