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Work experience
	Sept. 8, 2014 - April 30, 2016                                                                            Middle East, LLC   Dubai, UAE

· DOCUMENT CONTROLLER (Ferrari and Bollywood Park Show Graphics and Billboards)
· Maintaining and keeping the records of the Tender includes: BOQ, Project Specification and Contract Drawings

· Provides assistance to the Project Manager for scheduling meetings, recording minutes and other administrative tasks to support project delivery
· Maintaining all the records of Supplier/Sub-contractors enquiries and quotation project wise

· Maintain and Manage Procurement Function from Sourcing to Delivery

· Quotations follow up from Supplier/Sub contractors
· Follow-up with suppliers for Shipping Documents and ensure that documents are available prior to arrival of goods

· Handles, Process and Filing of Purchase Requisition and Invoices
· Prepare and Submit Material Submittal for approval
· Follow up the drawings from the draftsman and submit for approval
· Maintaining and Preparing the Material Submittal and Drawing Submission Log-Sheet and Follow Up
· Maintaining and keeping the records of the assigned project includes: Contracts, Drawings, Expenses, Emails, Site Survey Reports, Submittals
· EXECUTIVE SECRETARY TO THE MANAGING DIRECTOR

· Organizing and Maintaining the daily diary/activity of the Managing Director and Senior Managers
· Arranging travel, visas and hotel accommodation of the Managing Director and Senior Managers

· Screening phone calls, enquiries, and requests and handling them when appropriate

· Taking dictation and minutes of meeting

· Drafting, Filing, Editing and Printing documents used for Tender/Quotation
· Maintaining an up to date database of clients and sub-contractors/suppliers

· Taking care of Vendor Set Up and Registrations

· Taking care of Contractor Passes/Badges application for special projects until furnished

· Following up the status of Tenders/Quotations

· When hiring is required, act as a recruitment officer (posting ads, screening of CV’s, calling applicants for interview)

· Ensures an active and organized data bank of applicants for various positions

· Taking care of the Printing requirements

· HQ Communications for holiday announcements and other relevant matters and queries

Feb. 19, 2008 - August  2014                                                                            Al Futtaim Motors – Toyota/Lexus Workshop      Dubai, UAE

· ADMINISTRATIVE AND HR ASSISTANT

· Acts as main point of contact for all HR concerns

· Provides general administrative support

· Maintains the flow process of all employees’ requests until approval is acquired 
· Process and prepares all HR requests, i.e., bank letters, NOC, housing allowance, etc.
· Administers process of visa, labour card and OHC (Occupational Health Card) renewals

· Administers employee benefits like health care and maintain record systems and responsible for chasing and reimbursements

· Responsible for coordinating all trainings for staff and provide accurate documentation to the Training Academy
· Implements and monitors monthly rewards and recognitions

· Assist new joiners in onboarding formalities

· Manage and maintains up to date organisational chart and employee records

· Monitor employees’ attendance and leaves

· Responsible for daily and monthly performance reports to be submitted to the Service Manager
· Prepares correspondences, invoices, fax transmittals and memorandums
· Liaise with all employees where appropriate

· Promotes good customer care by acting as the first point of contact on personnel issues and responding to queries made face to face, by telephone or e-mail in a timely manner
· Cashier Reliever as and when required – Cash Handling and Posting
· CUSTOMER SERVICE REPRESENTATIVE/APPOINTMENTS
· Handles complaints from customers / Service Advisors
· Fixing service maintenance appointments via inbound calls

· Reaches and maintains the level of technical competence and customer service skills as required by the position

· Responsible in checking all the bookings made for the day and ensures that all data is collected accurately

· Ensures that service levels are achieved as communicated by the Service Manager

· Responsible for MRS (Maintenance Reminder System –Outbound Calls) and ensures that all data is updated and to be submitted to the Service Manager

· Promotes/Introduce Other Sales to customers such as Window tinting, Rust proofing, Service Contracts, etc.
· RECEPTIONIST/TELEPHONE OPERATOR

Nov. 20, 2007          
Mohammed Al Geziry Consultancy     Dubai, UAE   
· Field Interviewer 
· Researched information from various Corporate companies with regards to the needs of the client
· Fixed appointments via telephone with the Department Head for a face to face interview 
· Collected and encoded statistical information for input into the database
· Assisted in the preparation of feasibility studies
Sept. 13, 2007 – Nov. 13, 2007    
Veesham Printing Press    Dubai, UAE
· Client Servicing Executive ( Telesales )
· Conducted telesales calls and developed new clients

· Fixed appointments for Sales Executives with clients based on telesales calls

· Interacted with clients on behalf of the sales team

· Performed follow up on sales calls
· Sent out proposals and company profile to the existing and prospective clients

· Ensured all queries and requirements of the clients are taken cared of

· Received calls regarding general queries
· Credit Collection and follow up payments

· Maintained a proper filing system

· Welcomed clients and visitors and created a warmth atmosphere for them

Jan. 23, 2006 – June 2007    

Basic Interiors                 Pasig City, Philippines

· Senior Account Executive 
Aug. 23, 2004 – November 2005    

Sykes Asia, Inc. (Call Center)         Pasig City, Philippines

· Customer Service Representative – MSN Hotmail Account
Sept. 27, 2004 – March 15, 2005    

Neotel Contact Solutions (Call Center)       Pasig City, Philippines

· Recruitment Consultant 
Aug. 1997 – Jan. 1998    

Infopage (Call Center)         Pasig City, Philippines

· Communication Specialist
Oct. 1996 – May 1997    

Skytel International (Call Center)        Pasig City, Philippines

· Receptionist
· Communication Specialist



	Skills

Trainings  Attended

Education
	· Good command of the English language
· Good team player and multitasking abilities
· Proven Initiative and ability to work with minimal supervision

· Adept in all Windows applications

· Goal directed

· Persuasive and adaptive to various settings

· Excellent typing skill

Customer Comes First                              

March 2009

Building Loyal Customer

November 2008

Telephone Skills Level 1 and 2
June 2008
MRS Telephone Skills (Outbound)

July 2012
Business Information Warehouse Training

April and June 2013
SAP Fast Forward Training

November 2013

1998-2000   AMA Computer University   Bachelor of Science Major in 

                                                                    Computer Engineering
1993-1995 University of Santo Tomas  Bachelor of Arts Major in 

                                                                     Behavioral Science

1989-1993   St. Paul College, Pasig                       High School

1982-1989   St. Paul College, Pasig                        Elementary 


	Personal Data

	NATIONALITY:  Filipino

LICENSE:   UAE Driver’s License and Philippine Driver’s License
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