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JOCELYN 

PROFILE SUMMARY
Qualified MBA Professional with 16 years’ work experience with a strong background in Office Administration, Secretarial, Human Resources and Accounts.  Diligent and detail oriented team player who excels in handling multiple tasks, managing staff and performing under work pressure. Possess strong communication, customer service, analytical, planning, organizing, coordinating, problem solving and administrative and interpersonal skills. All this has fuelled my craving for more knowledge, better comprehension and overall development as a world-class professional.
ACHIEVEMENTS
· Successfully completed registration for ISO Certifications,ISO 9001:2015 – Quality Management System and ISO 14001:2004 – Environmental Management System
· Achieved Company online Registrations in Local Authorities (DEWA, DM, DCD, DCCA, EHS Green Building Consultants)
· Success in completion set-ups of HR Dept. including formulation of policies & procedures, employee handbooks, organizational restructuring, manpower planning and Performance management system development.

· Rebranding companyWebsite and brochures
· Redesigned and implemented more effective company procedures e.g. General & Particular MEPD Specifications, Timesheet Management, Leave and Attendance Management, Company Profile, Fee Proposals and monthly reports.
SKILLS
· Highly skilled in maintaining paper and online filing systems for records and messages
· In-depth knowledge of routing and managing incoming mail and email
· Hands-on experience in responding to routine letters and emails
· Able to record minutes of meetings and reproduce them accurately with correct spelling and grammar
· Proven ability to use computers for word processing, spreadsheet, database management, and other applications
· Well versed in completing forms in keeping with company’s procedures
· Proven ability to communicate general information in an accurate and customer-friendly way
· Exceptional verbal and written communication skills
· Dedicated and careful: High level of correctness and strong attention to detail

EMPLOYMENT
Administrative Officer

Engineering Consultancies, Dubai, U.A.E

April 2008 – November 2015

‘Proleed’ signifies Professional Leaders in Energy Efficient Designs. Founded in 2005, Proleed is one of the leading Consultancy firms committed to deliver quality in the helm of Engineering in MEP Design, LEED Certification, Value Engineering & Energy Audits.
Key Achievements:

Administration:

· Acts as the technical point of contact on all administration

· Managing and overseeing administrative functions to ensure all paperwork is processed appropriately and in a timely manner and meets all compliance requirements.

· Planning and monitoring daily operational demands and business objectives

· Manage and organize the entire administrative duties efficiently including correspondence, logistics coordination, client relationship, bookkeeping, as well as supplier dealings.  

· Handle complete facilities set up and upkeep; ensure enough quantity of office supplies to avoid shortage.
· Managing Company Insurances, Company License Renewal, Car Registrations, Local Authorities’ License and Membership / Card Renewals
· Review and prepare the Tender Documents (RFP) scope of work in coordination with the Team Leader, Finance and Manager

· Database Administration and Document Management
· Timesheet Management weekly posting

· Updating the Staff Matrix (Assigned Engineers + Projects + Responsibility {Full Time or Support}

· Maintaining and updating the Company Properties / Investments

· Handle petty cash, floats and expenses.

· Maintaining the Utility Bills (Telephone / Water / Internet), Credit Cards payment

· Air Tickets and Hotel Bookings (for new hires, business travel & annual air ticket bookings)

· Documents preparation for Visa applications (Schengen, KSA, USA, Belarus and etc…)

· Events coordinator {Annual Company Meetings / Exhibitions / Team Building Exercise}

· Assisting Accounts Department in preparing invoices and arranging payment collections
Human Resource Executive

· Update the employees attendance, annual leave credits and visas

· To ensure and implement a personal filling system for each employee and update changes to any employee both manual and electronic personnel records 
· Screen CVs and prepare the shortlisted candidates to help the department head select the right candidates from the market, by processing job applications

· Scheduling and coordinate interviews of potential applicants with respective department head

· Prepare the Interview Questionnaires, Job Description and Interview Assessment

· Prepares Appointment Letters

· Visa Processing for new hires

· Coordinate for arranging accommodation and transportation for new hires

· Scheduling & processing of Emirates IDs, health cards, labour cards and medicals for visa stamping

· Inducting and orientating of New Joiners
· Preparations of various letters (Salary Certificates, Salary Transfer Letters, No Objection Certificates, Change Agreement, Employment Certificates and reference letter for leavers)

· Handles the visa renewals

· Process, record and update the Staff Leaves Applications (Sick & Annuals)

· Monitoring of handover for those proceeding for annual or emergency leave

· Employee Training Program – prepare training surveys from the staff and implementation. Coordinate with the course trainers of the dates of training, booking the venue; ensure that all the material required by the trainers is available at the venue.

· Prepares the Employee Evaluation (after probation and yearly Assessments)

· Close coordination with IT Department for any changes required in HRMS applications

· Handle clearance procedures, final settlement calculations,  exit interview of resigning or terminated employees in accordance with the Labour and Immigration Law

· Maintain confidentiality in all official transactions

Document Controller 
· Plan, organize, and implement systems for efficient document processing of all communications, the Contractor documents, design documents, construction documents or other internal or external documents.
· Participate in coordinating the flow of documents between project team and other project stakeholders.
· Participate and be involved in the electronic document management system.
· Log and file all the incoming and outgoing correspondence. 
· Manage the distribution of documents as per the distribution advice of the Manager.
· Assist in preparing the status reports of the incoming and outgoing documents on weekly and monthly basis. 
· Log and file all the submittals and approval of the shop drawings, material, method statements, authorities’ approvals, etc. 
· Responsible to track all documents including drawings, valuation, invoices etc. related to the projects
Personal Assistant/ Executive Secretary
· Efficient in receiving and placing phone calls, scheduling appointments, organizing and updating company files and other office paperwork.  

· Manage very busy travel schedules
· Extensive diary management
· Prepare and distribute minutes of meetings
· Manage personal arrangements for the MD, i.e. family travel arrangements, visas, appointments and events etc.
· Filing, archiving and retrieving corporate, records and reports in accordance with Company Quality Assurance procedure
· Sort and distribute incoming correspondence including faxes, emails and post.

· Type and distribute routine letters and related materials

· Booking for courier delivery and collections

Marketing

· Website rebranding and regular updating
· Company Brochures rebranding
· Conduct Client Surveys for obtaining feedback on performance
· Business Proposals Presentations for new and existing Clients
· Company Presentations – for events, anniversaries, conferences
Accountant / Admin Assistant

Wind Industries, Inc. SAIF Zone, Sharjah, U.A.E

August 2006 – March 2008

Wind Industries FZE, offer wide range of HVAC products with high quality and competitive prices.
Key Achievements:

Accounts

· Prepares Financial Statements and other financial reports

· Maintains company books of accounts using quick books software

· Prepares invoices for the billing of customers

· Handles the company accounts receivable & accounts payable transactions

· Post financial transactions including transfers, deposits, and journals; determines and posts closing entries at fiscal year; prepares financial records for auditing and reporting purposes.

· Reconciles bank statements 

· Assist in monitoring the collection of funds from clients according to the client terms set forth by management

Administration

· Responsible for the day-to-day operations of the company, and provides support to the on-going projects

· Maintains good financial & business relationships with banking institutions

· Maintains good company relationships with companies doing business with Wind Industries

· Attending to clients inquiries for quotations and product specifications

· Booking couriers, coordinating travel arrangements, hotel accommodations and VISA processing

· Maintaining and updating all files for future references

Front Liner / Document Controller

Home Development Mutual Fund (Pag-IBIG Fund), Regional Office III, Philippines

April 2000 –October 2003
The Home Development Mutual Fund (HDMF), more popularly known as the Pag-IBIG Fund, was established to provide a national savings program and affordable shelter financing for the Filipino worker. The Fund offers its members short-term loans and access to housing programs. It is mandatory for all SSS and GSIS covered employees; uniformed members of the AFP, BFP, BJMP and PNP; as well as Filipinos employed by foreign-based employers.
Key Achievements:

Front Desk Clerk

· Provides information about HDMF programs and policies

· Response to telephone, facsimile, email and postal inquiries

· Usher and assure clients’/members’ efficient service

· Assist in the preparation & distribution of public relations materials

· Responsible in updating, encoding and organizing the filling system and make sure that all documents are in proper places for easy and fast access

· Attends to Inter-Branches, Regional Offices & Sub-Regional Offices inquiries regarding to transfer of records of clients’/members’ contributions

· Prepares correspondence from clients’/members’, other Branches, Regional Offices & Sub-Regional Offices

· Attends to management meetings for efficient customer service

Document Controller

· Database maintenance for immediate retrieval of documents

· Provides administration & technical support for members’ / clients’

· Evaluate and process the numbers of monthly contributions for members’/client’s applying for Multi-Purpose Loan and Housing Loan

· Process the applications for Retirement, Age 60, Death, Disability and Permanent Departure

· Recording and transmitting of outgoing applications

· Maintains and/or creates files or records keeping systems. Sorts, labels and retrieves documents

· Coordinates with other division activities

Accounting Clerk

Department of Employment & Labor Regional Office III, Philippines

June 1999 – December 1999

DOLE is the executive department of the Philippine Government mandated to formulate policies, implement programs and services, and serve as the policy-coordinating arm of the Executive Branch in the field of labor and employment. It is tasked with the enforcement of the provisions of the Labor Code
Key Achievements:
Accounting Clerk

· Receiving incoming and outgoing invoices from other divisions.

· Review & processes expense vouchers, invoice & other fiscal documents for payments

· Prepares financial reports and other financial reports as needed

· Identifies financial resources

· Participates in preparation & maintenance of the company’s budget

· Handles billing & collection of funds

· Maintains inventory of tangible assets for audit and tax purposes

· Assist the auditors in preparing monthly audited reports
Admin Assistant

Regional Tripartite Wages & Productivity Board, Regional Office III, Philippines

June 1995 – December 1998
RTWPB - The Act established a new mechanism for minimum wage determination through the creation of the National Wages and Productivity Commission (NWPC) and the Regional Tripartite Wages and Productivity Boards (RTWPBs) in all regions of the country.
Key Achievements:

Admin Assistant

· Maintains day-to-day operations of the company

· Maintains all company books and accounts, receives and disburses funds, and handles all company financial transactions in accordance with general accounting standards

· Provides administrative/secretarial support to the Regional Manager

· Maintains calendar schedules and appointments

· Attending clients’ inquiries regarding to the Implementation of Wage Order within the Region

· Review incoming correspondence; initiates replies as appropriate; routes matters requiring action by staff or other organizations and follows up to ensure actions are completed.

· Provide all necessary documents & information for payroll

· Coordinates & remits payments for all employee benefits

· Prepares correspondence for clients’/employers’ for their queries with regards to exception to Wage Order Implementation

EDUCATION
Master of Management in Business Management (2004 - 2006)
East Central College, City of San Fernando, Pampanga; Philippines

Bachelor of Science in Accountancy (1990 - 1994)

University of the Assumption, City of San Fernando, Pampanga; Philippines
SEMINARS ATTENDED
· Small Business Management Enhancement

· Entrepreneurship Development

· Distance Learning Program on Personnel Administration

· Seminar on Customer Service Excellence

I.T. SKILLS

Very proficient in Windows, MS Office (MS Word, Excel, Power Point, Outlook), Adobe Reader & Professional, Door Access & Time Attendance softwares’ application (i-Guard / i-Clock), Business Card Scanning (World Card)
PERSONAL DETAILS

Nationality

Filipino

Languages Known
English, Tagalog

Date of Birth

May 12 1973

Visa


Cancelled Visa Jan’16
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