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Position Applied For: Secretary/HR Assist/Admin. Assist/Receptionist
Career Objective: To work in a challenging environment that allows for comprehensive application of skills, affords opportunities for meaningful contribution, and provides for personal as well as professional growth.

Work Experiences:

1.  January 28, 2014 up to May 31, 2016
Properties LLC.

Secretary cum Receptionist

* Run and execute day-to-day activities of a real estate business unit. 

* Answer and respond to customer inquiries and needs.
* Manages all the correspondence via emails/fax and telephone
* Handling confidential information, including rental applications and copies of personal identification documents

* Handle and process customer needs and requirements relating to real estate deals. 
* Liaising with Property Managers and Real Estate Salespeople regarding their office

* Interact with clients, owners, tenants and lessees and handle their requests and needs. 
* Assist and support real estate attorney in handling litigation cases. 
* Prepare drafts, agreements, leases and other related documents. 

* Assist and support administrative staff in processing customer requests. 

* Interact, plan and schedule meetings and conferences between tenants, owners, communities, project developers and attorneys. 

* Maintain and manage all databases relating the real estate functions and activities. 

* Ensure compliance of all laws, local, state and federal laws relating to real estate transactions.
2.  January 15, 2013 up to December 30, 2013
Wideband Communication Inc.

Administrative Assistant
* Responsible for the accuracy and prompt release of proposals/quotation by sales engineers, business associates and dealers

* Responsible for the record keeping of sent quotations, prospects list and existing files

* Submits weekly & monthly reports which are discussed with immediate head

* Handles the overall documents control of the Project including encoding of letters, transmittals, fax, minutes, and other related    documents including that the project updates

* In-charge of requisition and the use of supplies & equipment

* Files documents, reports and records for easy access.

* Receives incoming documents by fax, mail, etc. and transmits outgoing documents

* Records, prepares, and logs the timesheet and maintain office supplies inventories

3. January 21, 2011 up to March 31, 2012
Khazan-Conserved Foodstuffs Distributing Company
* General Manager Secretary 

* Review and prioritize all incoming correspondence. Determines actions required and follows through to completion Research and drafts responses on behalf of the General Manager or refers to the General Manager for personal reply.
* Screens all incoming calls and visitors, determining what contract or action is required for satisfactory disposition. Assist visitors with resolving problems, often coordinating resolution with other resolution in other Department Heads.  

* Maintains General Manager’s calendar ensuring the General Manager meets the commitments. Reschedules existing appointments as deemed appropriate.
* Takes dictation, composes and types correspondence, read and routines incoming mail. Draft and send responses to correspondence. Summarize/prioritize key information in all correspondence. 

* Organizes the corporate office and makes day to day administrative and operational decisions on behalf of General Manager.

* Makes travel arrangements including hotel accommodations for General Manager and to other employees.

* Maintain the confidentiality and currency of office records and files.
4. September 1, 2007 up to January 20, 2011
KGL Transportation Company 
* Country Manager Secretary 
* Manages all the correspondence via emails/fax and telephone

* Sorts the correspondence on the priority and acknowledge to the concerned person for his review

* Maintain project documentation, filling, scanning and printing, retrieving of project documents updating master file records and maintaining the contact database.

* Screening the Country Manager’s telephone calls and taking message for him and escalate the calls as per the requirement

* Arrange meetings as per the schedule and business priority

* Writing and drafting business communication (memo, letter, proposal etc.) as per the direction.

* Providing administrative support to project as per the requirement
* Making the travel arrangements for Project Site Visits

* Follow up with the operations team on behalf of Country Manager for ask assign 

* Attending the walk in visitors in the office

* HR Assistant – January 2010-2011
* Maintain the HR Base regularly update the personnel information

* Maintain personnel filing system in a confidential and secure manner

* Preparing memos for any government procedure such as: medical test, fingerprinting, opening bank accounts etc. To be posted at the employee’s camp

* Coordinating with finance in providing all necessary documents for opening bank account

* Following up all necessary gate pass procedure

* Handling payroll, employee benefits, leave pay, indemnities, air fares and any other bonuses as per actual attendance along side with the labor law and company’ policy

* Preparing all documents required for government formalities for the representative (mandoop)
* Updating all the departments with the actual manpower strength whenever required

* Keeping track of all the employees, passport that are under the company’s custody

* Reporting the daily operational strength to the head office in Kuwait
* Planning a monthly HR expected expenses report to be handed to finance

* Administrative Assistant cum Receptionist –September 2007-November 2009
* Answering incoming phone call, taking message & transfer call to appropriate individuals

* Handles queries of clients and assisting Guest to the General Manager and Visitors

* Prepares Memo’s and Letters

* In-charge of the requisition and the use of office supplies and equipment’s

* Manage all incoming and outgoing correspondence, phone calls, fax and email traffic

* Supervises office concerns such as: Office supplies and Purchasing of other needed materials for office purposes & Office maintenance and ask inquiry to request quotation

* Handles all the concern in admin office

* Encode all the Invoices to be billed to our clients 

5. July 6, 2006 up to August 6, 2007

Chili’s Bar and Restaurant Qatar – International Food Concept

10th Flr. Al Thani Bldg.
C Ring Road, Doha Qatar


* Food Server cum Receptionist

 As FOOD SERVER 
* Taking orders and delivering the food top the guest using the pivot system and performed high quality service

 * Being knowledgeable of the food content and ingredients in the menu

 * In charge of handling sales money

 * Working as bartender and portioning of the food
 * Serving up a good time experience to the guest

 * Being responsible of the opening/closing duties in the restaurant

 * Ensure the cleanliness and availability of the designated table

  * Ensure excellent sanitation of all equipment

As Receptionist * Welcoming the guest

 * Leading and sitting the guests to their certain tables

 * Works as an assistant manager, by doing the everyday roster of the food servers, checking their side opening ^ closing duties, and taking party reservations for the restaurant

* Being responsible in using headphones and informing the managers on duty about the arrival of very important visitors

6. September 2005 up to June 15, 2006

CED Manpower & General Services, Inc.

Rm. 301, IDC Plaza, Zapote Cor. Kalayaan St.
, Brgy. Sta Cruz, Makati City


* Accounting cum Payroll Clerk & Administrative Assistant

* Gathers the DTR’s of all documents and checks if the number of hours of each employee is tally and process corresponding billing for each client. Prepares debit advised for bank transaction to credit the salary of each employee on their respective ATM’s process DTR of staff for payroll entry. Prepares demand letter for those clients whose payment is not updated or talk to their officer for possible settlement. Filing and other administrative works

* Prepares monthly and quarterly remittances for BIR, SSS, and Phil health

* Handles employee’s payroll and benefits

* Prepares monthly staff payroll

* Handles petty cash fund and replenishment.

* In-charge of the requisition and the use of supplies and equipment’s

* Manage all incoming and outgoing correspondence, phone calls, and email traffic

7. March – September 2005

AHD – Advance Communication System, Inc.

G/F Princess Bldg., #104 Esteban St., Legaspi Village, Makati City




Sales & Administrative Assistant

* Supporting the sales team in attaining the sales target.
* Supporting sales and administrative support efficient handling of top and confidential agreements.

* Communicating with regional sales team for status of order and position of sales

* Responsible for the accuracy and prompt release of proposals/quotation by sales engineers, business associates and dealers

* Monitoring the trends and evaluating the performance assessed against monthly sales goals.

* Preparing proposals, agreements, sales reports and presentations.

* Responsible for the record keeping of sent quotations, prospects list and existing files

* Handles the overall documents control of the Project including encoding of letters, transmittals, fax, minutes, and other related documents including that of the project updates
* Receives incoming documents by fax, mail, etc. and transmits outgoing documents

* Manage all incoming and outgoing correspondence, phone calls, and email traffic

* Assisting in the implementation of sales strategy as prepared by the Sales event Manager.
8. September 2001 - February 2005

Cyber Integrated Placement and Manpower Services, Inc.

12th Flr. Strata 100 Bldg. Ortigas Center, Pasig City Philippines
*Payroll & Billing

* Process DTR of staff for payroll entry and other administrative works

* Prepares quarterly mandated government remittances:

a.SSS/MED/ECC/HDMF premium contribution

B.2550 M/Q – Monthly/Quarterly VAT Return

* Structuring of Daily cash position and coordinate with my Superior

* Check entries and data on the check voucher and prepares journal vouchers

* Handles Petty Cash Fund

* Maintain file copy of voucher and Official receipts

* Update advances to employees and advances for liquidations

9. November 1998 – February 2001


Caltex Pandacan Terminal Oil Deport
Jesus St.Pandacan,  Manila Philippines
* Billing Payables /Product Reconciliation


* Reconcile products to a SAP System 


* Encode Billing Payable 

10. March 1998 – October 1998

Uni-7 Contractors Inc.

Bo. Ugong, Bagong Ilog, Pasig City, Philippines
* Administrative Assistant/ Payroll Clerk

* Prepares SSS, Pag-ibig, BIR taxes, Medicare computations for remittances

* Compute for Payroll of Administrative and Operation Department

* Attends Regular Project Site Staff Meeting and other special meeting is required

* Submits and makes request for office supplies per department

* Files documents, reports and records for easy access.

* Receives incoming documents by fax, mail, etc. and transmits outgoing documents

* Records, prepares, and logs the timesheet

* Compute for Payroll of Administrative and Operation Department

* Prepares SSS, Pag-ibig, BIR taxes, Medicare computations for remittances

* Maintain file copy of voucher and Official receipts

11. May 1997 – February 1998


Caltex Pasig LPG Plant under Agency of D.B. Tan Manpower Services

Bo. Ugong, Bagong Ilog, Pasig City, Philippines
*Billing Dispatcher 


* Dispatch the delivery of Liquefied Petroleum Gas (LPG) order by the customer.


* Encode the exact delivery of the customer


* Accept call order by customer 


* Monthly & Daily Stock Reconciliation 


* Daily summary of transaction reports


* Filing of company and confidential documents


* Cashiering and Dispatching of LPG/Lubricants


* Data Analysis of past System Application Product Program (SAPP)


* Attending phone calls and customer inquiries

Educational Attainment:
College


Trace Computer College – Guadalupe Makati City, Philippines 




  







Course                                     Bachelor of Science in Computer Science



     

Year Graduated: April 27, 1997 

Skills and Capabilities:
   * Knowledgeable in Microsoft Office 

   (MS Word, MS Excel, MS Access, MS Publisher and PowerPoint)

   *Software Application and Installation

    Operating System (Windows 95, 98 ME, NT, 2000, XP)

    Microsoft Offices (Office 97, 2000, XP, 2003)

   *Basic Networking Application and Internet connectivity

Organizational Affiliated:
*Junior Philippines Computer Society – member

*Rotaract Club of Trace Computer College – member

*Tracean Honor Society – member

Seminars/Training:

* Cyber cession (An Internet Seminar) – March 1997


* Empowering Decision to Change – June 27-28, 2002


* ISO9001:2000 Awareness Seminar – August 6, 2003


* Team Building Seminar – March 16, 2005

Personal Information:
Date of Birth:



July 27, 1976

Place of Birth
:


Manila

Nationality:



Filipino

Status:




Married

Height:




5’4” (in feet)

Weight:




58 (in kilogram)

Religion:



Christian
Language Spoken: 


English and Tagalog

Visa Status:



Employment Visa 
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