MICHEL
Michel.311491@2freemail.com 
OBJECTIVES:

To use my ability to work in a team environment. I am self-motivated and able to work both independently and as collaborative team member. To obtain a position where I can maximize my organizational and interpersonal skills and knowledge which will contribute my years of experience, that will allow me to grow personally and professionally, with good communication and organizational skills and self-motivated with determination to provide an excellent service to the company and clients. 

PROFESSIONAL PROFILE
· A self-motivated professional with seventeen (17) years overall work experience in the field of Administrative works, Accounts and Office Secretarial; 

· Strong interpersonal skills enabling interaction with all internal and external customers;

· Able to handle multiple tasks with ease that allows proficiency and excellence;

EMPLOYMENT RECORD

OFFICE MANAGER 
Al Jabal Engineering Consultancy – Dubai, U.A.E.

April 5, 2014 – up to date

ACCOUNTS
· Preparing of monthly salary.
· Preparing gratuity for resigned/terminated staff.
· Preparing payment voucher, receipt voucher and cheques.

· Monitoring and preparing payment for utility bills such as Telephone bills, Electricity bill, Car Rental, Office Supplies and other bills. 

· Processes payments and documents such as invoices, journal vouchers, employee reimbursements, and statements.
· Receiving and recording all incoming payments from the Clients.
· Recording and checking staff loan/cash advance. 
· Preparing and recording staff allowance. 

· Performs related work as assigned.
· Preparing and checking of petty cash.
· Responsible for all invoices.
· Preparing of Salary Slip.
· Handling and checking all incoming invoices.
· Handling all receipts.
· Monitoring and preparing cheques for Managing Director personal bills.
EXECUTIVE SECRETARY / HR / SPECS WRITER
· Preparing of Tender Documents for Main Contractor and Sub Contractors.
· Preparing of Architectural Specs / Structural  Specs and Civil Specification.
· Preparing Consultancy Offer.

· Preparing of Tender Invitation Letter.

· Preparing of Employee’s
a. Offer Letter

b. Salary Certificate

c. Employment Certificate
· Leave and OT verification, Process Overtime Payments, Leave Settlements, and Air ticket reimbursements, Final Settlements and all other employee related payments.

· Keeping and updating employee’s passport, visa, emirates i.d. and other documents.
· Responsible for the renewal of Company’s Indemnity Insurance and Health Insurance.
· Screening phone calls and dealing with enquiries where appropriate.
· Making appointments and planning of manager’s diary.
· Handle travel arrangements and accommodation when necessary.
· Executing important documentation on behalf of the company.

· Provide administrative and clerical support to departments or individuals.

· Schedule meetings and arrange conference rooms.

· Handle information requests.

· Prepare correspondence and mail into envelopes.

· Arrange for outgoing mail and packages to be picked up.

· Prepare confidential and sensitive documents.

· Coordinates office management activities.

· Determine matters of top priority and handle accordingly.

· Maintain office procedures.

· Relay directives, instructions and assignment to executives.

· Receive and relay telephone messages.

· Direct the general public to the appropriate staff member.

· Maintain hard copy and electronic filing system.

· Perform clerical and administrative tasks quickly and accurately.
· Ability to be flexible and adaptable in a variety of situations

EXECUTIVE SECRETARY
M.A.G. International Electromechanical works – Dubai, U.A.E.
August 1, 2011 – April 3, 2014
· Preparing of all Correspondence from the Manager’s and Engineer’s. 

· Preparing of Employee’s

a. Leave Application

b. Passport Requisition

c. Job Application 
d. Joining Letter

· Prepared and place advertisement for recruitment.

· Preparing of employee’s expenses reimbursement. 
· Handling all correspondence and maintaining systematic filing system.

· Handling centralized outgoing/incoming courier in systematic filing.

· Make arrangements with travel agencies and airlines for flight bookings, hotel    booking and transport services. 

· Answering and screening of all incoming calls.

· Responsible for inquiry of MEP works from the prospect clients and disseminate the   Tender and Addendum to respected Engineer.

· Preparing MEP Offer Letter for the prospect clients.

· Preparing of Sub Contract Agreement for Sub Contractor. 
· Performs other task that may from time-to-time assigned by the Executive Manager.

· Responsible of all office consumables, stationeries, and equipments

· Sending out all outgoing mails/letter by fax and emails.

SECRETARY / PERSONAL ASSISTANT

Coastal Investment & Real Estate – Dubai, U.A.E.
August 15, 2009 – June 30, 2011
· Preparing of all Correspondence, Internal Memo and other business letters.
· Preparing of monthly Salary Slip.

· Attending all incoming calls.
· Preparing of Employee’s 

a. Offer Letter

b. Salary Certificate 

c. Employment Certificate 

d. NOC

· Arranging of meeting and appointment for Managing Director, Finance Manager and Business Development Manager

· In-charge for Car Insurance and Mulkiya Renewal.

· Monitoring of Staff Visa, Passport and Labour Card renewal.

· Preparing of Tenancy Contract.

· Sending out all outgoing mails/letter by fax and emails.
· Responsible for handling confidential and personal materials for all the managers.

· Handling all correspondence and maintaining systematic filing system.

· Handling petty cash for Purchasing and maintaining of all stationery and pantry items.

· Handling centralized outgoing/incoming courier & systematic filing.
· Preparing vouchers, invoice, quotations, and LPO’s

· Screening telephone bills and courier bills (office bills & manager’s personal bills).

· Make arrangements with travel agencies and airlines for flight bookings, hotel booking and transport services. 
· Check & maintain personnel files, updates & keep confidential personnel’s information and monitoring and updating of employees database.
· Check & maintains employment, attendance and leave reports.

· Advertising for vacancies, sourcing candidates by different techniques and preparing of offer letters.

· Performs any other job that may be assigned from time to time.

HR OFFICER / ACCOUNTS OFFICER
Telecom Network Solutions – Dubai, U.A.E.
February 1, 2008 – June 30, 2009
HR Officer

· Preparing of Employee’s 

a. Contracts

b. Salary Certificate 

c. Employment Certificate 

· Responsible for all files.

· Responsible for office consumables and stationeries

· In-charge of mailing and sending out of letters.

· Report to Regional Manager communication and problems received from field drivers.

· Monitoring of all Company tools and equipment

· Screening of applicants.

Accounts Officer

· Handling all company expenses

· Handling petty cash

· Responsible for all invoices

· Managing of payment for all Company utility bills

· Preparing of monthly  Salary

· Preparing of Salary Slip

· Handling and checking all incoming invoices

· Handling all receipts.
PERSONNEL / HR ASSISTANT / OPERATIONS SECRETARY
OMNI Security Investigation & Cleaning Services, Inc. - Philippines
May 15, 2000 – December 22, 2007

· In-charge of preparing employees’ 

1. Contracts 

2. Notice of Personnel Action 

3. Violation or Disciplinary Action.

· Record all employees’ offenses committed on index cards provided for the purpose.

· Prepares monthly report

1. employment roster

2. list of newly-hired employee

3. list of resigned  employee

4. list of terminated employee

· Facilitates signing and approval of employees’ clearances.

· Keeps and maintains employees’ 201 file.

· Classifies and labels legal files/documents and secures same from unauthorized reading or reproduction nor lending out to other without clearance.

· Keeps all computer diskettes and maintains appropriate security measures against loss, theft or pilferages.

· Schedules training and orientation.

· Records and facilitates approval/disapproval of employees’ leave applications.

· Prepared Personnel Movement Monitor effecting employee’s transfer, cause approval and disapproval  and keeps necessary files for reference. 
· Check employee requirements 

1. x-ray, drug test
2. neuro-psychiatric or psycho evaluation

3. clearances and certificates

4. school credentials

5. health certificates and many others

· Report to Operations Manager communication and problems received from field supervisor.

· Attend to employees complaints.

· Performs other task that may from time-to-time assigned by the General Manager.
· Conduct an interview, screening of applicants.

SECRETARY 
CAMELLA & PALMERA HOMES REAL ESTATE - Philippines
May 17, 1999 to April 19, 2000

· Responsible for the reception of applicants.

· Records incoming mails and correspondence from source.

· In-charge of mailing and sending out of letters.

· Keeps and maintains employees’ 201 files.

· Attend to customer (home owner) complaints.

· Check TCT (Transfer of Certificate Title) correct name and address of home owner. 

· Scheduling of house tripping, open house.

· Communicate and follow-up Bldg. Permit issued by the Municipality.

· Facilitate and scheduling the meeting of prospective clients. 

· Performs other task that may from time-to-time assigned by the Department Head.

EDUCATIONAL BACKGROUND

COLLEGE




UNIVERSITY OF MAKATI

JUNIOR SECRETARIAL




1999




UNIVERSITY OF MAKATI




BACHELOR OF SCIENCE IN MANAGEMENT 




2002  

SKILLS

· Computer Literate (MS-Word, MS-Excel, Power Point and Microsoft Office)

PERSONAL DATA

Gender


:
Female




Marital Status

:
Married



Citizenship

:
Filipino

Date of Birth

:
May 8, 1980

Religion


:
Catholic

Language Spoken
:
English & Tagalog
