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	CRISTINA 
OBJECTIVE
I expect to associate myself with a professionally driven, well-respected organization by pursuing a challenging, responsible, dynamic and rewarding career as Administration Executive / Secretary / Receptionist and applying my academic knowledge, expertise, skills and enthusiasm which will assist my career development and contribute effectively to the progress of the organization and the society as well. 
PROFILE SUMMARY
· Having experience in Office Administration / Secretarial / Customer Service with reputed companies in UAE and Philippines 

· Professionally qualified with Associate in Computer Technology
· Have excellent PC skills.

· Excellent communication skills in English

· A great impeccable communication and coordination skills.

· Experienced in balancing priorities to achieve short and long term goals.

· Self-motivated, responsible and experienced at working in fast-paced environments. Confident and poised in interactions with individuals at all levels

· Unique ability to adapt quickly to new challenges and changing environment.

· A dedicated team player with excellent interpersonal skills.

· Ability to face problems with equanimity.

· Can work under pressure & meet deadlines.

· Hardworking, self-motivated & result oriented

	

	


	PROVEN JOB ROLE


Allied Project Overseas Limited

GIBCA Tower Khalifa Street Abu Dhabi, United Arab Emirates

May 2014 – June 2016 (Finished Contract)
Job Profile as Admin / Secretary to the General Manager:
· Direct support to General Manager
· Prepares quotations and letters for clients;

· Takes, screened & placed phone calls; schedules interviews, meetings and appointments;

· Deals with inquiries whereby telephone or personal contact;

· Responsible for responding to all correspondence in a timely and professional manner;

· Listens to customer.  Reports customer complaints and resolved to ensure customer satisfaction and maintains good business relationships;

· Checks all inward and outward e-mails, faxes, inquiries, quotations and purchase orders that pass through the General Manager, Marketing Manager and Factory Manager to ensure accuracy and quality;

· Manages travel arrangement, hotel/airline booking,  calendar of schedules and confirm appointments and meetings with the customer.

· Receives, make copies and disseminates incoming and outgoing letters, Local Purchase Orders and other pertinent documents to the concern department;

· Collates papers in connection with the project deals;

· Maintains all administrative files; incoming and outgoing mails for files; 

· Undertakes regular filing to maintain records in organize files;

· Prepares material requisitions, outgoing letters, weekly telephone reports, domestic & international airway bill, offer letters, appointment letters, leave, resignations, employee of the month, memorandum circular and all other administrative orders;

· Maintains all office supplies in a methodical way, monitors stocks and prepares material requisition;

· Check all inward and outward e-mails, faxes, inquiries, quotations and purchase order that pass through the General Manager to ensure accuracy and quality;
· Composes/drafts and finalizes emails, memos, correspondences and responds to inquiries of Tenants and Prospective clients; 
· Preparation of Local Purchase Orders, quotations, letters and other pertinent documents.
SECRETARY OF THE VICE MAYOR 

Sangguniang Bayan Municipality of Hagonoy

Poblacion Hagonoy, Bulacan

January 2010 – December 2013

· Provides administrative support and assistance to the Vice Mayor and immediate Supervisor;

· Prepares vouchers, budget proposals, Annual Procurement Plan, Inventory Reports, Memorandum Receipts for equipment and vehicle; Work Financial Plan;

· Submits monitoring reports on attendance, uniform, leave of absence and official missions;

· Custodian of supplies, equipment and vehicles and see to their optimum usage;

· Prepares minutes of office staff meetings and office orders as directed by Head of Office;

· Consolidates Performance Contract Evaluation Forms of all personnel;

· Monitors cleanliness and orderliness of the office;

· Attends meetings and carry out instructions of the Office Head.
COSTUMER SERVICE CUM  SECRETARY

Mohd. Saleem Mohd. General Trading LLC

Naif Road Deira Dubai, UAE

Sept. 25, 2009 - November 30, 2009

· All general filing.

· Screening calls for management.

· Receiving and dispatching documents.

· Encoding invoices and general receipt of clients.

ASSESSMENT CLERK

Assessor’s Office

Municipality of Hagonoy

Poblacion Hagonoy, Bulacan

April 2000 – June 2009

· Preparation/Issuance of simple copy, certified xerox copy and certified true copy of real property tax declaration

· Preparation of Field Appraisal & Assessment Sheets (FAAS)

· Appraisal and assessment of real properties

· Assessment/computation of real property tax

· Clerical works/certification

· Computer-related works

· Tax Mapping
BOOKEEPER


Darnie Transport

Sagrada Familia Hagonoy, Bulacan

January 1998 - July 2000

· Keeps and maintains the receipt given by the general manager

· Records the input and output of sales

· Records in the ledger sales and disbursement

· Updates incoming and outgoing statement
COUNTER CHECKER

SM/Shoemart North Edsa  Manila, Philippines

October 1995 – March 1996
· Assists Cashier on checking and controlling data transaction everyday
· Checks incoming materials on the quality and quantity for receipt by the purchasing agent.
	EDUCATION


Graduated:  COMPUTER SECRETARIAL Annie’s Fashion Secretarial and Technical School Poblacion, Malolos City, Bulacan 1993 – 1995. Government Eligibility / Civil Service passer as Data Encoder.
	PERSONAL DETAILS


Nationality

: 
Filipino
Languages

: 
English, Tagalog
Date of Birth

:
December 25, 1976
Marital Status

:
Married
Job Seeker First Name / CV No: 1766268 
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