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	KEY SKILLS
Personal Strengths / Ability
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Quick learner
[image: image2.png]


Ability to adapt well and perform in new competitive environment andsituations.
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Flexibleattitude.
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Well organize, responsible, resourceful andtrustworthy.
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Attention todetail.
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Punctual andreliable.
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Can work withoutsupervision.
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Ability to cope and work under pressure.
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Able to work as a part ofateam.[image: image10.png]


Having a patientoutlook.
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Ability to multitask and manage conflictingdemands.
[image: image12.png]


Ability to prioritizetasks.
Areas of Expertise
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Ability to work as part of ateam.
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High degree of honesty and integrity.
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High level of accuracy and attention todetail.
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Ability to follow strict rules and procedures to meet good manufacturing process and safety requirements
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Maintain attention and concentration for extended period of time
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Ability to function in a high stress environment , under substantial timepressure

	
	
	

	
	
	

	Personal Statement
Energetic, self-motivated, focused, dedicated, independent, trustworthy, hardworking and has a sense of responsibility.
Career Objective
To be able to work in a prestigious company where I could practice my knowledge and skills for the attainment of the company goal. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.
	
	

	
	
	

	Work Experience
Company
SteelProducts
SaihSuhaib 3, 4th Round About Dubai Industrial City
JobTitle
:
AdministrativeAssistant/SecretaryPeriodCovered  :
August 2008 - up toPresent
Specialized Factory for Steel Products was first established in KSA in 1989 and has been expanding ever since through a variety of products and through its geographical presence. Production at the factory is observed using modern practices of manufacturing methods in the steel construction industry with a definite compliance to international standards offabrication.
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Dealing with incoming/outgoing emails, faxes, post, documents (e.g. Proforma Invoice, Commercial Invoices, Quotations, LPO’s,letters)
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Screening of outgoing and incoming correspondence and assigns file number and distribution as per filing/archiving structure.
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Receive, organize and handle all of the inward and outward correspondence andcommunication.
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Performs administrative works such as preparation  of letters and memorandum from rough, draft, copy or verbal instruction.
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Maintains employee records, information by entering and updating employment status changedata.
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Assist the PRO in preparing the documents related to labor permit, visa application, renewal, cancellation, ID’s and passes.
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Responsible for courier, and filing, placing orders and organizing officesupplies.
[image: image26.png]


Assisting sales supervisor regarding branches and others queries such asLPO’s.
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Composes letters, memorandum, develops charts, graphs, anddiagrams.
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Answers telephone, takes messages and answers inquiries within assigned scope ofresponsibility
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Schedule appointments, maintains calendar, allocates supervisor'stime
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Distributesmail
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Prepares materials for workshops, conferences, meetings, duplicates/collates
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Maintains 201 file for all staff andlabors
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Responsible in recruitment of people from advertise job postings, source candidates, screen applicants, conduct preliminary interviews and coordinate hiring efforts with managers responsible for making the final selection of candidates
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Maintains attendance reports, leave records, trip records and logs
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Proofreadsandedit[image: image36.png]


Preparesreports
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Maintains and processesforms
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Orders, distributes, and keeps an inventoryofsupplies[image: image39.png]


Performs other dutiesassigned
	Educational Background
Bachelor of Science in Business Administration
Major in Management (Undergraduate) Bataan Polytechnic State College Balanga City, Bataan
Philippines
Personal Data
Birth Date
:    November20,1984Gender
:  Female
Civil Status    :    Single Languages  :
English,Tagalog
(oral, written)
Visa Status
Residence Visa
Technical Skills
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MicrosoftOutlook[image: image41.png]


MicrosoftExcel
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MicrosoftWord


I hereby certify the above information to be true and correct to the best of my knowledge and belief.
JENNYLYN 
CV NO: 1743576
Click to send CV No & get contact details of candidate
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