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CV No 1945182
KARINA 
Curriculum Vitae
Position applied for: Administrative/Secretarial/Receptionist/Document Controller/Coordinator
OBJECTIVE
Aspiring for a challenging career in an esteemed organization/institution that is distinguished for its culture and work environment that has long term prospects in Dubai. 
AREA OF EXPERTISE

( Administration and HR 


( Front and back-office support


( Project Coordinator 


( Document Controller
IT SKILLS
(  MS Word/Office, Excel spreadsheets, Powerpoint, Web-browsing, Research 

EDUCATIONAL BACKGROUND

1995-1998
ama Computer Learning Center   
                              
 


Computer System Design & Programming




             


Philippines 
ADDITIONAL TRAINING’S  ATTENDED
· 5S Orientation/ISO 9001:2000 Awareness & FPDSavills Quality Management System 
WORK EXPERIENCE
Secretary 








           
                                   May 2015 to Present 
Dubai, UAE


 
 
· Arranges and schedules appointments, meetings for the Managing Director.
· Prepare quotations for the clients.
· Coordinates Supervisor on site with regards to the project. 

· Responsible for subcontractor & suppliers inquiries and appointments.  

· Prepare files and disseminates letters, correspondence as directed.
· Handles and screens telephone calls, mails and messages.
· Renew, update and maintain trade licenses and other government certificates of all company’s legal entities in the UAE to ensure that the documents are up-to-date.

· Renew and maintain all company’s leases in the UAE before its expiry, which includes office, company apartment & yard.

· Obtain visas for the staff. 
· Accurate preparation of documents according to the requirement of the legal authorities
· Maintain confidentiality and security of company and employee documents at all times 
· Perform Basic Accounting Duties including preparation of cheques, bank transactions and responsible for petty cash and corresponding receipts & other related documents. 
Secretary 
Al Turath Al Arabi Contracting LLC 




           
         January 2013 to May 2015
Dubai, UAE 


 


· Arranges and schedules appointments, meetings for the Managing Director and General Manager.
· Answering queries with regards to tender invitations.
· Assisting Tendering Department for making quotations for the clients.
· Coordinate Engineers on site with regards to their projects. 

· Responsible for subcontractor & suppliers inquiries and appointments.  

· Prepare files and disseminates letters, correspondence as directed.

· Responsible of maintaining, updating and safekeeping of important documents as instructed.
· Handles and screens telephone calls, mails and messages.
eRep
Aegis People Support 


   



               January 2010 – November 2010
Makati, Philippines 
· Responsible for providing comprehensive and quality customer care at all times through the resolution of customer issues under their scope of support; using all authorized tools at their disposal; ensuring that any confidential information about the customer is guarded; and imparting accurate and appropriate information in relation to the customer’s needs. 
Admin. Assistant
FPD Asia Property Services Inc. 
   



               January 2004 – March 2008

Ortigas, Philippines
Assigned Project: Horizon Condominium Association Inc.
· Coordinates with the Building/Resident Manager on the needed Administrative support

· Arranges and schedules appointments, meetings for internal and external customers

· Ensure the cleanliness of all common areas of the Condominium including outside of the building. 

· Prepares, files and disseminates letters, correspondence as directed
· Responsible of maintaining, updating and safekeeping of important documents as instructed

· Handles and screens telephone calls, mails and messages
· In the absence of an Accounting Personnel, the position performs Accounting duties including but is not limited to: 

a) Prepares cheques and responsible for petty cash and corresponding receipts other related documents

b) Prepares transaction tickets for processing

c) Coordinates tenants on billing and collection
d) Ensures the correctness of receipts and billing prior to liquidation and processing

· All other related tasks as needed and as required by the Department being supported
 Occasional:
· Prepares documents and handles the logistics for the annual membership meetings and other special events.
· Monitors the periodic physical count of stock office supplies and office equipment in the managed property.
Admin. Staff  
Hylton Consultancy Inc.                                                                                                       February 2000 – December 2003
Ortigas, Philippines




· Help out Admin. Manager with all the Administrative needs

· Maintain physical integrity of all production databases
· Perform database modification against the production application

· Looking/Downloading prospective clients through internet

· Sending mails to clients by fax/email
Database Staff
THE GIS Center                                                                                                                                October 1997 – January 2000
Mandaluyong City, Philippines 
 

· Maintaining the system using Microsoft Visual Foxpro

PERSONAL DETAILS
Visa Status 

:  Employment (Transferrable)
Nationality 

:  Filipino

Birth Date 

:  December 14, 1978


Civil Status

:  Single


Religion

:  Christian 
Height


:  5’3”


Weight


:  100 lbs. 
LANGUAGE & PROFICIENCY
· English 

· Tagalog 
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