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Curriculum Vitae
Name

: Dexter
____________________________________________________________________________
OBJECTIVE:
Seeking a position where I may be entitled to utilize and enhance my ability, skills, knowledge and expertise to my fullest potentials with an organization which offer career growth and advancement.
SKILLS:
· Computer Literate such as SAP System, MS word, Excel, Power point, AS400, HTML, webpage
· Design, visual basic. Excellent in Oral and written communication skills (English). 
· Well experienced in PRO Works (Jafza) Dubai United Arab Emirates.
· Excellent and flexible in handling employee and their behavior. 
· Expert in Dubai Trade Portal, Jafza Online Services dealing in Jafza Labor Dispute, Immigration and other countries Consulate. 
· Customer Service Oriented, Self motivated can handle pressure and work in a fast paced environment.
WORKING EXPERIENCES:
Company
Admin Coordinator cum Receptionist
May 18, 2014 up to December 2015
United Arab Emirates ( Sharja )
· Sending advertisement through local newspaper, receiving application
· Forward application to the management short listed
· Preparing appointment letters, collecting original documents for processing visa
· Send visa copy to candidate and get flight details, collecting passport visa  photographs and educational certificates
· Maintaining office facilities such like stationaries printers cartridges and all office supply
· Receiving calls, from clients and forward it to the person in charge
· Making Daily Attendance from all Workers and Staff  such as Absentee list, Late comers 
· Inspection for Accomodation of all workers and staff
· Updating photo list of staff, maintaining memo, vehicle inspection & handling over, airfare quotation, rent a car renewal, parking renewal.
Red Sea Housing Services
Administrative Assistant cum Receptionist
December 15, 2010-January 31, 2013
United Arab Emirates ( Dubai )
Duties & Responsibilities:
· Greeting all visitors and answering all incoming calls and transferring to appropriate person or department,  take & relay messages & provide information to callers
· Giving directions to persons to correct destination
· General administrative and clerical support such as managing and arranging meetings of managers. 
· Schedule appointments and prepare letters and documents.
· Receive and sort mail and deliveries.
· Maintain appointment diary either manually or electronically
· Managing couriers & postal duties 
· Answering Clients  complain of Dubai Municipality and Wasl, thru SAP System
· Performs administrative works such as keeping record of HR documents and employee files.
· Preparing LPO’s and arranging tickets for vacation of the employees.
· Sorting, filling and organizing each employee’s files and keep it always updated as per Labour requirements.
Dubai International Knitting LTD
HR ASSITANT /P.R.O(PUBLIC RELATION OFFICER)
AUGUST 08, 2010 – DECEMBER 08, 2010
United Arab Emirates ( Dubai )
Duties & Responsibilities:
· Performs variety of associated administrative, staff support, and planning activities, some of which require advanced or specialized knowledge and skills, such as budget administration and control, equipment, facilities, and inventory management, specialized record keeping and database management; Manage the billing procedures and sending statement of accounts.
· Reviewed findings with store operators and find out solution to improve store standards and increase sales.
· Doing staff payroll monthly.
· Responsible for sending employees for medical for the processing of their visa.
· Responsible in time keeping of employee in and out during their work.
· Advised on ways to improve store standards and to reduce shortage issue after. 
· Responsible in processing employee visa, passport company employee cardscards, access cards and some documents related to immigration.
AL OROBA CONTRACTING
SECRETARY / DOCUMENT CONTROLLER
October 28, 2007 to July 2010
United Arab Emirates ( Dubai )
Duties & Responsibilities:
·  Associated administrative, staff support, and planning activities, some of which require advanced or specialized knowledge and skills, facilities, and inventory management, specialized record keeping and database management.
· Manage personnel files and prepare monthly accomplishment reports submitted by the department engineers.
· Reporting to the General Manager and Consultant for all the site inspection and all the drawings and Materials
· Doing some Minutes of Meeting and Document Control 
EDUCATIONAL ATTAINMENT :
DATE GRADUATED
APRIL 20, 2002
METRO DATA COMPUTER COLLEGE 
B.S. COMPUTER SCIENCE
Buendia Pasay City
__________________
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