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karen
Email: Karen.318616@2freemail.com 
POSITION DESIRED: 

Office Secretary, HR Administrative Assistant, Receptionist
OBJECTIVE
To join a dynamic, challenging and growth oriented company that allows me to utilize my knowledge and experience to contribute for the continuous success of the organization.

SKILLS AND COMPETENCIES: 

	Languages and Level of Fluency:  

Filipino and English – Fluent in Speaking, Reading and Writing 

	

	Social Skills and Competences:  

A self-motivated but I can also be a team player. I have worked with various types of groups/teams in assisting and providing technical support to projects, programs, special events or meetings. I am very keen to contents and processes that make me more flexible and sensitive to people around me.

	

	Organisational Skills and Competences:

I am efficient in time management, with organizational and leadership skills. I know how to multi-tasks, organizing day-to-day work and schedules in the office. Skilled in organizing and coordinating schedules such as meetings, travels, interview schedules of applicants. I know how to create work plans and efficient in plans implementation.


	Technical Skills and Competences: 

Basic report writing, filing, encoding, email correspondence   

	Computer Skills and Competences: 

Competent in software applications (Microsoft word, excel, power point) and have a basic skills with office equipment such as photo and video camera, scanning/photocopy and fax machines, and power point projector.



Work Experience: 

OFFICE SECRETARY / FRONT DESK RECEPTIONIST

SAROT PROPERTY, REAL ESTATE L.L.C

OPAL TOWER, BUSINESS BAY, DUBAI UAE – JAN. 2017 – NOV. 2017
Duties and Responsibilities:

· Handles daily front office operation including receiving and screening of visitors in a polite and friendly manners,
· Communicating with the immediate superior to know the tasks to be carried out on a particular day, 

· Coordinating with other business associates or clients to keep the schedule of the employer organized.

· Maintaining all official records and keeping them updated such as license/RERA/billings,
· Answers telephone calls, answers queries, take messages and distribute incoming mails to the concerned department,
· Prepares quotations, and invoices for every project, and records daily attendance/reports
· Maintains department schedule by maintaining calendars for department personnel; arranging meetings, conferences, teleconferences, and travel.

· Completes requests by greeting customers, in person or on the telephone; answering or referring inquiries.

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.
· Operates scanners, photocopiers, creates documents and filings, and also provide clerical support to agents, brokers during the deal process, and calling services for technical problems.

· Constantly sending and receiving of e-mail through and carrying out all correspondence

Work Experience: 
OFFICE SECRETARY / FRONT DESK RECEPTIONIST
(AL FAISAL GROUP OF INVESTMENT) JAN. 2015 – JAN. 2017
AL MALAKIYA CONSTRUCTIONS – SHARJAH, UAE

NAWAF SERVICES – SHARJAH, UAE

FAJER ALKHALEEJ MEDICAL CENTER– SHARJAH, UAE
Duties and Responsibilities:

· Handles daily front office operation including receiving and screening of visitors.

· Answers telephone calls, answers queries, take message and forwarding to the right departments, 
· Prepares quotations, LPO, and invoices for every project.
· Maintains department schedule by maintaining calendars for department personnel; arranging meetings, conferences, teleconferences, and travel.

· Completes requests by greeting customers, in person or on the telephone; answering or referring inquiries.

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.
· Constantly sending and receiving of e-mail through and carrying out all correspondence
OFFICE SECRETARY
HANSENCRAFT EXPONENTS- Pangasinan,Philippines
December 2012 – August 2014

OFFICE SECRETARY
ALVIC HANDICRAFTS- Pangasinan,Philippines
November 2010 – September 2012

Duties and Responsibilities:

· Handles daily front office operation including receiving and screening of visitors.

· Answers telephone calls, answers queries, take message and forwarding to the right departments, 
· Prepares quotations, LPO, and invoices for every project.
· Maintains department schedule by maintaining calendars for department personnel; arranging meetings, conferences, teleconferences, and travel.

· Completes requests by greeting customers, in person or on the telephone; answering or referring inquiries.

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Constantly sending and receiving of e-mail through and carrying out all correspondence.
EDUCATION

Tertiary: Bachelor OF ARTS MAJOR IN PSYCHOLOGY
Philippine Christian University
Manila, Philippines
SY 2007- 2012
PERSONAL BACKGROUND
Date of Birth 



: 10th April 1988


Sex




: Female

Marital Status 



: Single
Nationality



: Filipino

Passport No.



: EC2530243
Visa Status


           : Visit Visa
