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CAREER OBJECTIVE
To work in a globally competitive environment on challenging assignments that shall yield the twin benefits of the job satisfaction and a steady paced professional growth.
PROFESSIONAL EXPERIENCE
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– 


June 2011 – October 2015

Office Manager – September 2013 to October 2015
· Organize and supervise all of the administrative activities that facilitate the smooth running of an office. 
· Recording office expenditure and managing the budget. 
· Delegating work to staff and managing their workload and output. 
· Overseeing the recruitment of new staff including training and induction. 
· Managing the CEO's diary and assist Executive Directors with daily activities preparation and reimbursement of petty cash. 
· Coordinate accounts files and processes with Accountant and Auditors. 

Office Administrator – June 2011 to August 2013
· Assist CEO and Managers with their daily tasks, meeting arrangement and flight and hotel bookings. 
· Assist in Client service / Project Management. 
· Organizing all aspects of client company administration and file management. 
· Deal with all customer contact effectively, and courteously, in line with the company policies and procedures. To respond to routine correspondence and enquiries from clients and other staff members. 
	THOMAS KLEIN INTERNATIONAL FZE
	September 2008 – May
	

	Turnkey design, consulting and management services in the hospitality, entertainment and leisure sectors
	
	

	
	2011
	

	– Dubai, United Arab Emirates
	
	

	
	
	



Project Coordinator – March 2010 to May 2011
· Acts as a resource person by performing research, analyzing information, providing documentation, and preparing reports. 
· Monitors record keeping and file maintenance for the program or project. 
· Facilitate project status reports and plan, produce correspondence, reports, memos, and other project documentation. 
· Verifies and analyzes the accuracy of all data and information used or generated by project; resolves any discrepancies or problems. 
· Serves as liaison for department; coordinates activities and exchanges information. 

Assistant Planner – April 2009 to February 2010
· Coordinate all projects to ensure on time submittals. 
· Prepares reports, presentations and required documents. 
· Coordinate with different projects, suppliers and clients, getting quotations and arrange monthly project planner. 
· Arrange and attend weekly meetings and responsible for the minutes. 

Admin Assistant – September 2008 to March 2009
· Assist Director, Project Managers, Operations and Restaurant Managers in all day to day activities. 
· Short listing candidate CV’s against job descriptions, updating vacancy and applicant status within the recruitment procedure, organizing interviews and producing interview schedules, liaising with applicants to provide updates on their progress. 
· Prepares and consolidate petty cash reimbursement and follow up invoices for all projects and restaurants. 


	S.S.LOOTAH CONTRACTING CO. L.L.C.
	Oct 2006 – Sept 2008
	

	Construction Division – Dubai, United Arab Emirates
	
	

	
	
	

	
	
	



Secretary / Receptionist
· Prioritize workload in advance and manage the Project Manager’s time ensuring deadlines and meetings are scheduled. 
· Respond to general information and correspondence, prepares minutes of meetings, payment certificates, monthly report and all other important documents. 
· Document controller, systematic compilation and receives all important documents such as quotations, inspections, drawings, contracts and bill payments. 
· Manage and arrange appointments through effective diary management. 
· Meet and greet Client and walk in customers. 
· Manage telephone calls and distribute parcels to designated personnel. 
· Arrange pick up and documents being send through couriers. 

	TELUS
	January 2005 – September
	

	Customer Care Centre – Manila, Philippines
	2006
	

	
	
	

	
	
	



Offline Services Associate – August 2006 to September 2006
Senior Customer Interaction Associate – January 2005 to July 2006
· Handles offline works for Texas based customers such as pending enrollment and billing requests. 
· Giving resolution to unresolved enrollment and billing issues within 24 hour timeframe. 
· Ensuring that customers are satisfied with the kind of service they receive. 
· Sign-up and up sell product plan to customers. 
· Handle clients' complaints and concerns with regards to their electric service which is Texas Utilities Energy. Giving service to customers and keeping them satisfied. 
· A priority one agent, awarded as one of the top seller and team player, assigned to give updates to teammates, making sure that each agent are fully aware of the new policies, procedures and product plans of the account. 
· Act as an Officer In Charge. 
	SANITATION TECHNOLOGY ( TRULY NOLEN)
	May 2004 – December

	Pest Control Company – Manila, Philippines
	2004

	
	



Customer Care Specialist
· Up sell and endorse our products and services. Follow-up clients' proposals and contracts. 
· Compile company files and makes report every week with regards to contracts, proposals and results. 
· Coordinates with the General Manager and organize events and meetings. 
	SOUTHEAST ASIA FOOD INC.
	October 2003 – April 2004
	

	
	
	

	Philippine's foremost producer, marketer and distributor of quality sauces and condiments – Manila, Philippines
	
	

	
	
	


Research and Development/Quality Assurance Assistant – October 2003 to April 2004
· Assists in different physicochemical tests of their different products. 
· Assists in laboratory scales. 
· Handles machines and laboratory apparatus. 
· Compile company files and documents with regards to packaging materials and prepare reports about results of the product tests. 

EDUCATIONAL BACKGROUND
	PARTICULARS
	
	SCHOOL
	
	COMPLETION

	BS Major in Chemistry
	
	University of the City of Manila
	
	October 2003

	
	
	
	
	

	PROFESSIONAL QUALIFICATIONS
	
	IT SKILLS & PROFICIENCY
	

	  Proficient in communication skills
	
	Microsoft Office
	

	  Can work under pressure
	
	Project Planner
	

	  Good attention to details
	
	Salesforce
	

	  Ability to maintain confidentiality
	
	Redbooth
	

	  Multi-tasking
	  Basic knowledge of My Micros and My Inventory

	  Excellent comprehension and retention
	
	Quickbooks and Tally
	

	
	
	
	
	



PERSONAL INFORMATION
	Nationality:
	Filipino

	Resident of:
	Dubai, UAE

	Birth date:
	03 August 1982

	Marital Status:
	Married

	
	

	REFERENCES
	

	Available upon request
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