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CRISENCIO 
CRISENCIO.322683@2freemail.com 

	Personal Profile


Possessing a proven ability to contribute to a company at both strategic and operational level when delivering management strategies and contributing to the organization’s growth.
More than 10 years in Middle East, 10 years’ experience as HR/Administrative Assistant in Abu Dhabi. & Kingdom of Saudi Arabia, Good command of spoken and written English, excellent interpersonal skills and strong sense of responsibility, good understanding of customers’ attitude and interest. Disciplined, dedicated, hard working, self oriented and much interested in teamwork.  

	Summary of Experience


Responsible for providing executive administrative support and services, must use a blend of skills and intelligence, good judgment and senior-level experience, involved with the work of the company top management team and has frequent  to all task in order to facilitate the participation in different Departments, Management, duties include handling website email incoming and outgoing email, mail, maintaining file and updating staff records, arrangements of management business travel, processing new employee documents requirement for government application’s (i.e. work permit, insurance, bank account etc.) including new employee orientation, training, seminar and also to manage the flow of official request and inquiries related company achievement.
	Education and Qualifications


Lyceum of the Philippines University

Bachelor of Arts major in Communication & Arts

Manila, Philippines – year 1988 – 1993

Communication Arts study of all facets of effective communication: writing, speaking, reading, listening, researching, illustrating, and more. Recognizing connections in what we hear, what we read, and what we write is more important than ever in a fast-paced world where there is so much new to learn.
EDUSCAN

Secretarial Course – year 2000 - 2003
Abu Dhabi,, United Arab Emirates
	Work Experience 


1. Administrative Assistant
01 Sept.-2013 up to Present
UT Quality Arabia 
Al Khobar, Kingdom Of Saudi Arabia
2. HR/Administrative Assistant 
Oct 2011 – Aug 2012

SIGED EMIRATES (Petrochemical Contracting Co. under Control & Application Emirates, Abu Dhabi)
3. Production Secretary 

Aug. 2009 – Aug 2011

Specialized Oilfield Products SOP (Al Mansoori Specialized Engineering) United Arab Emirates, Abu Dhabi
4. HR / Administrative / Secretary
Feb 2002 – July 2009
SIGED EMIRATES (Petrochemical Contracting Co. under Dhafir Engineering Services Abu Dhabi)
	Responsibilities


· Managed general administrative duties

· Managed incoming/outgoing calls, emails, mails

· Managed File documents data entry consolidates and updating of the system.
· Provide Admin support to the Engineering Department and Accounts Depart.
· To involve in daily purchase activities such as handling official inquiries prepare needed requirement, draft answers and forward to manager for final review and approval, /quotation / Clients Invoice from external parties
· Maintaining of file master list, documents scanning & archiving filing of reports, forms and correspondence
· Prepare weekly/monthly reports as per management required
· Assist in basic accounting duties, purchasing order prior payment, filing, data entry and retrieve and filing of suppliers and Clients Invoices
· Managed Operation Department including clients documentation requirement 
· Handling Visitor Visa, agency recruitment, employees in house training , accommodation, vacation leave, flight, air ticket, Hotel, transportation, organizing company events and functions, catering and restaurants 
· Ensure that all files/records are properly and accurately updated
· Sign for and distribute courier documents/packages and handle courier dispatch
· Implementation of policies, plans, processes and company programs
· Keep a log of all official inbound/outbound documents, requests to ensure proper dispatching, tracking and follow up.
· Attend meetings, internal and external committees – as and when required – and write minutes of meeting and circulate to the concerned parties.
· Managed all project’s file record including employee’s attendance, reports in the project’s / site.
· Any other duties assigned by the immediate superior and management
	Key Skills


· Proficient in MS Office Applications
· Proactive with a positive attitude
· Good interpersonal and communication skill
· Self-driven and independent
· Pro-active and Self – Motivated

· A team player
Microsoft Office (Publisher, MS Word, Excel and PowerPoint)

Basic Accounting 

	Seminars Attended


Customer Care

Telephone Techniques Course

Office and Home Safety
	Personal Details


Status: 


Single


Issued PH DFA NCR CENTRAL: 02 October, 2015
Nationality: 

Filipino


Expiration Date: 01 October, 2020
Expected Salary;
USD.1700 to 2000
Current Salary: 
USD 1500
Availability:

1 Month Notice
Benefits:

Medical Insurance, Transportation Allowance, Accommodation, 


Food Allowance.


Reason of Leaving:  Career Stability 
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