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Top-performing Office Administrator with MS office certificate and proven track record of managing all activities within office. Demonstrated ability to handle visitors, direct calls, schedule meetings and distribute correspondence, letters and faxes. Efficiently maintains office supplies and liaises with other departments as needed. A strong communicator and leader who is able to successfully implement standard office procedures.
Key skills:
· Excellent oral and written communication
· Detail oriented and works with accuracy
· Highly organized and flexible
· Ability to multitask and meet changing deadlines
· Self-directed and able to complete projects with limited supervision 
· Handling queries & complaints

· Maintain staff confidentiality
· Extensive knowledge of emails, scheduling, spreadsheets and presentation 
· Basic IT skills

Employment History:


CLEAN AND BRILLIANT FOR CLEANING SERVICES – (Office Administrator) March 1, 2016
AL ROSTAMANI INT’L EXCHANGE – (Cash Teller/Customer Service) July 2012 – Feb 2016 (4yrs)
UAE EXCHANGE CENTRE LLC – (Cash Teller/Customer Service) Oct 2008 – Oct 2011 (3years)
PINOY EXPRESS HATID PADALA SERVICES - (Office Administrator) 2004-2008 (4years)
Professional Experience:
COMPANY: CLEAN AND BRILLIANT FOR CLEANING SERVICES
Office Administrator (March 2016)
Musaffah, Abu Dhabi, UAE
JOB DESCRIPTION:
· Assists office staff in maintaining files and databases.

· Prepares reports, presentations, memorandums, proposals and correspondence.

· Assigns jobs and duties to office staff as needed.

· Monitors office operations.

· Schedules appointments and meetings for executives and upper level staff.

· Serves as the go-to for office inquiries and conflicts.

· Manages staff schedules.

· Tracks office supply inventory and approves supply orders.

· Assists in the preparation of department budgets and expenses.

COMPANY: AL ROSTAMANI INT’L EXCHANGE
Cash Teller/Customer service (July 2012 – Feb 2016)
Tourist Club Area, Abu Dhabi, UAE
JOB DESCRIPTION:
· Receive and count working cash at beginning of shift.

· Process remittances like Bank to Bank, Telegraphic transfers, door to door and Instant cash pick-up.

· Verifying and accepting cash or check payments.

· Process cash received, utility payment and credit cards.

· Cross-selling other product and services.

· New account opening.

· Perform as customer service, assist the customers, answering telephone calls, handling queries and solving their problems.
· Strictly follow the standard operating procedures, Company policies, AML and make sure to meet their requirements.

· Preparing reports and maintain all cash tallied at the end of shift.

UAE EXCHANGE CENTRE LLC
Cash Teller/Customer service – Operation (October 2008 – October 2011)

Dubai United Arab Emirates

JOB DESCRIPTION:

· Buying and selling of foreign currencies.
· Accept cash from remittance customer as per the payment voucher.
· Verify voucher in the system and generate cash receipt voucher.
· Handover the voucher to the customer.
· Accept cash/check for salary deposit by WPS customer
· Make payment for cash payout.
· New account opening
· Attending calls and inquiries.

· Tallying cash as per the system and deposit with treasury before end of duty.

· Write report in log book about tally, excess, short and system problem if any.

PINOY EXPRESS HATID PADALA SERVICES
Office Administrator – (April 2004 – July 2008)

JOB DESCRIPTION:

· Using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases.
· To provide secretarial and administrative support, including typing, minute taking, filing, data input, maintenance and management of information held by the Company as may be required. 

· To prepare and maintain full and accurate financial records of all transactions carried out on behalf of the Company to include preparing bank transactions and reconciliations.

· Sorting and distributing incoming post and organizing and sending outgoing post.

· Using Email to Received and Send Remittance transactions.

· Answers telephone calls and transfer to the concerned person.
· Perform basic IT troubleshooting like internet connection problems, installing printer etc.

EDUCATIONAL ATTAINMENT:

March 2000 – March 2004 
Bachelor of Science in Commerce (Major in Computer Science) – University of The Assumption (Pampanga, Philippines)[image: image2.jpg]



