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JANET 

PROFILE:    

·  Highly trustworthy, ethical and discreet; committed to superior customer service.

· Dedicated individual; achieving a reputation for consistently going beyond what is required.

· Detail oriented and resourceful in the completion of projects with ability to multi task and meet strict deadlines.

· Proven ability to collect consolidates, organize and prioritize business needs.

· Highly regarded for a proactive attitude and an ability to think laterally, providing ideas and solutions

· Adopt a creative approach to problem solving through use of excellent analytical skills.

· Organized individual with exceptional follow through capabilities.

· Strong ability to multi-task, react and think quickly

· Flexible enough to work overtime if needed      
· Excellent interpersonal skills, confident and knowledgeable in interaction with individuals at all

· Levels readily developing rapport with clients and colleagues.                   

WORK EXPERIENCE:
EXECUTIVE SECRETARY
Import & Export
Dubai

2014 to 2016
· Handles Petty cash

· Handles in and out records using Quick Business Management System

· Communicate with the forwarding agent

· Preparing quotation and Inquiry.

· Arrange for outgoing mail and packages to be picked up.

· Schedule meetings and arrange conference rooms.

· Prepare confidential and sensitive documents.

· Coordinates office management activities.

· Helps prepare office budget.

· Coordinate travel arrangements; prepares itineraries, compiles and maintains travel vouchers and records.

· Welcomes new employees to the organization by conducting orientation.
· Provides payroll information by collecting time and attendance records.
· Maintains employee information by entering and updating employment and status-change data.

· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.
ADMIN ASSISTANT
Rosalinda Trading (San Miguel Beer Corporation)

Philippines

2011– 2013
· Provides customers with the needed specifications of a certain product.
· Assists customers if ever they encounter any problems whether before or after the sales process.

· Read and analyze incoming memos, submissions, and reports to determine their significance and plan their distribution

· Experience in preparation and maintaining spreadsheets and updating confidential personnel information.

· Preparing and processing travel expenses, petty cash, material and purchase requisitions, and other company forms.

· Received and transfer important messages from clients and other important person.

· Preparation of reports and high quality presentations utilizing Word and Excel

ACCOUNT ASSISTANT

Caltex Gasoline Station

Philippines

2008 - 2011
· Received and transfer important messages from clients and other important person.

· Communicates with guests, head officers and other business associates.

· Handle Petty Cash 
· Managing appointment calendars, scheduling business meetings and conferences Provide general office 

· Read and analyze incoming memos, submissions, and reports to determine their significance and plan their distribution

· File and retrieve corporate documents, records, and reports

· Prepare and verify daily reports

· Prepare daily cash sales & deposit

· Prepare authorized refund vouchers

· Investigate and collect returned items

· Handle highly confidential information

· Checking the sales inventory

· Interacting positively with customers
SALES COORDINATOR
Nene Stop and Shop

Philippines

2005-2008
· Work in general support of sales and collection.

· Ensure the satisfaction of the costumer.

· Responsible for sales matter whatever production promotion

· Responsible for day to day sales preparation

· Monitored all products on hand
· Handling a high volume of customer enquiries while providing a high quality of service to each caller.

· Tracking sales orders to ensure that they are scheduled and sent out on time.

· Effectively communicating with customers in a professional and friendly manner.

· Help retail sales staff achieve sales targets.
SKILLS: 
Knowledge in Computer Software: MS Windows, MS Office
  

EDUCATIONAL QUALIFICATION

 

TERTIARY: MICROCOMPUTER INFORMATION TECHNOLOGY INSTITUTE

Guagua, Pampanga, Philippines

“Specialist in Computer Science and Information Technology”

1993- 1995

 PERSONAL DETAILS

Nationality: 
Filipino
Religion:
Catholic
Date of Birth: 
February 23, 1986
Availability : Immediately
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