SHERYL
Sheryl.311751@2freemail.com 
Objective
To be a part of a business that can elevate my capability, efficiency and competency, also to impart my knowledge and skills towards an effective and productive work within the company.
Summary of Qualifications
Ability to work and execute secretarial functions effectively.
Administrative & Interpersonal skills: Reporting directly to General Manager, manage and organize office related work systematically, cooperating with office staffs to be able to work as a team, coordinating with suppliers and customers.
Computer Skills: Microsoft office (Word, Excel, Power point and Access)Carry out productive work with minimal supervision
Responsible, hardworking, trustworthy and goal oriented person.
Experiences:
Secretary/Receptionist
Viva Trading, Importing & Commercial Agencies 
Head Office & Showroom 
November 2008 –  June 2013
Transferred to:
Palm Arabian General Contracting LLC (Sister Co)








         June 2013 – till present  2017
· Perform all secretarial duties and responsibilities including other clerical related work for Head Office & Showroom and reporting promptly to the General Manager.
· Responsible for checking incoming/outgoing emails and faxes, sort, log, file and stamp dates. Reply to clients when needed.
· Preparing quotations/inquiries, responsible for preparing invoices, delivery note, LPO and cash receipt voucher for customers and suppliers.
· Taking notes and prepares business correspondence / letters and internal memos  as dictated or written by the General Manager.
· Manages the reception area, receiving incoming/outgoing calls by screening, taking, relaying messages and transferring calls to the concerned person if necessary.
· Handles queries/complaints and take initial actions accordingly.
· Greets visitors, clients and suppliers and screens them whether they can approach specific individual and at times sets appointments when needed and as per instructions.
· Communicating and coordinating with international customers/suppliers regarding products from China, Malaysia, Papua New Guinea, Paris, Oman and Qatar through phone and emails.
· Handles petty cash, responsible for all office bills and payments, prepares monthly settlement report as per daily expenditures along with receipts and cash payment voucher and keep records of Cheque copies for back up file.
· Keep records of letters and correspondence, mails, bills and payments, employee files and all important office documentation insuring that all files are well organized, maintained and up to date.
· Ensures that the General Manager is also well updated for all the day to day incoming/ outgoing business transactions within the company.
· Arrange meetings and appointments for the General Manager and set reminders on record.
· Systematically maintain/update the data base and filing system.
· Monitoring office supplies and insuring its sufficiency for everyday uses and prepare internal purchase order if needed.
· Submit employees’ monthly attendance and time sheet.
· Responsible for accepting and sending documents/materials through courier for customers and suppliers.
· Operates office machines such as fax machine, computer, printers, photo copier, scanner etc.
Showroom Secretary/Receptionist:
· Politely greet customers, assists them with their inquiries and explains details about the products in a courteous manner.
· Responsible for maintaining products’ inventory, price list, catalogues, updating stocks for day to day basis and prepares weekly and monthly sales report.
· Keep records of shipping documents and all related papers for import and export of the materials.
· Monitors and coordinates with the warehouse keeper and laborers for re-arranging stocks as per its packaging and quantity per box.
· Handles customer / supplier queries and complaints about products and services.
· Keep record and follow up pending payments. Dispatch products to customers, prepares receipt and encoding daily sales.
· Prepares and place advertisement through online and newspaper for strategic/marketing promotions to increase sales of the products.
· Keep records of customer details for future use.
· Maintains laborers’ time card, monthly work schedule and overtime.
· Perform other related work as required.
Contracting  Secretary/Receptionist:
· Performs all reception/secretarial office works for the bosses especially for the Managing Partner.  
· Prepares Material Submittals/Submittals Forms for consultant/client and maintains records and log for back up.
· Prepares Sub Contract Agreements and progress payments for the percentage worked done at site.
· Prepares medical insurance application/renewal (basic policy for laborers and Group enhanced policy for office staff.) Arrange documents for any addition/cancellation of members.
· Travel booking arrangements for the superiors. 
Receptionist/Telephone Operator
Mapecon, Manila, Philippines Feb 2003 – June 2003
· Greet and screen visitors, suppliers &  customers, provide information and assist  them, attend with their enquiry at all times in a courteous manner.
· Operate telephone switchboard  connect  and arrange appointments for callers or for people working in the organization and keep track records of these.
Educational Attainment:
Tertiary
Bachelor of Science in Business Administration

University of the East, Manila, Phils. Major in Business Management
1998-2002
Completed Primary in 1994 and Secondary in 1998 (Laguna, Philippines)
Personal Background:
	Nationality
:
	Filipina
	Religion
:
	Roman Catholic

	Civil Status
:
	Single
	Visa Status
:
	Residence Visa

	Date of Birth
:
	Sept. 16, 1981
	Languages
:
	English and Filipino




