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January 10, 2017
To: 
The Manager 

Human Resources Department

Dear Sir/Madam,

I would like to take this opportunity to formally express my interest for Admin Secretary Position in your reputable company and be part of your prestigious team.

Attach is my resume - for reference and your kind perusal. 

The attachment will provide you with a more informed evaluation of my qualifications relative to your job requirements.  I am confident that my past and varied experience will adequately prepare me for the required job responsibilities, and I assure you of my ability to perform well. I am also willing to undergo suitable training to meet the demands of this post, if necessary.
Thank you in advance for your kind consideration, and I look forward to receiving your positive response in due course.

Yours faithfully,
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NOEMI 

Hamdan St., Abu Dhabi, UAE

Email:  NOEMI.333026@2freemail.com 

· OBJECTIVE

· To secure a challenging position within your company that utilizes my education, skills, trainings, and obligations to further my career opportunities.

· To enhance my knowledge and be able to gain a competitive edge with the help of your company.

· PROFESSIONAL SUMMARY

· Dedicated in professional works, upbeat, enthusiastic, and punctual. Of a smart and articulate customer service executive with experience in client management, planning, conflict resolution and administration. Result oriented with the ability to lead organizations to successful higher revenues. 

· 2 years of combined experiences in marine industry as admin, assistant purchasing  and department secretary
· A bachelor’s degree holder  in nursing with 8 years of related experience
· 5 years of volunteer experience as trainer and coordinator in the field of soft skills upgrading programs
· WORK EXPERIENCES

Employer:
Delma Industrial Supply and Marine Services


Date:

May 28, 2014 up to April 13, 2016


Position:
Admin and Department Secretary (Diving)

Location:
Al Bateen, Abu Dhabi, UAE


Duties and Responsibilities

· Covered showroom sales activities in aid of the salesman in post

· Responsible for preparing memos and daily correspondence in diving department
· Assisted purchasing department and provided general administrative and clerical support including mailing, scanning, faxing and copying for other divisions

· Maintained office supplies inventory; anticipated needed supplies; evaluated new office products; placed and expedited orders for supplies; verified receipt of supplies.

· Prepared, filed, and taken actions for significant documents we received from different view of works.

· Communicated with the suppliers regarding import processes, pricing and promotions

· Reviewed and processed order confirmations, monitored reorder, warranty and exchange throughout selling season

· Dealt with customer’s complaints and documents all returns and stock swaps and update as required and ensured timely delivery of products to customers

· Prepared invoices, purchase orders, quotations, and material requests according to the sales team requirement through SAP
· Handled inquiries and complaints of customers calmly

· Exhibited products at trade shows and attend trade shows to review competitors’ products

· Provided post sales assistance to the customers and up-sell or cross-sell as and when required


Employer: 
Derek Ian Woodward


Date:

March 2010 to April 2014


Position:  
Private Tutor


Location:  
Abu Dhabi, UAE

Employer:
Robinsons Galleria

Date:

February 2008 to March 2009
Position:
Customer Service Representative
Location:
Manila, Philippines

Duties and Responsibilities:

· Emailed and replied customers regarding service complaints and queries

· Received calls from customers, provided utility billings, processed refunds and other debt-related transactions

Employer: 
Antonio Munoz 

Date:

January 2000 to January 2008

Position:
Private Duty Nurse
Location:
Lucena City, Philippines

COMMUNITY SERVICE EXPERIENCES

Name of Organization:  Filipino Association for Computer Excellence under the auspices of the Philippine Embassy, Philippine Overseas Labor Office/OWWA, ACCREDITATION NO. FC-08-2016

Position:  Trainer and Chapter Coordinator
Date:
From January 2010 up to December 2015

Location:  Abu Dhabi, United Arab Emirates

Date:  
March 26, 2016 up to April 23, 2016

Positon:   Trainer at POLO OWWA Wards IT Training Program 

EDUCATION AND SKILLS DEVELOPMENT

Degree in:
· Bachelor in Science of Nursing

      Completed on 1997

Certifications and Trainings that supplemented my hands-on experience:

· Language Proficiency Training and Testing (EILTS)

· Certificate in Basic Graphic Designing

· Certificate in Personal Accounting and Budgeting

· Seminar and Training on “Train the Trainers”
· Training in Disaster & Emergency Response at Emirates Foundation, SANID Project
· Enhanced Presentation Skills Seminar

· Short Courses in Document Control & HR [image: image3.png]









SKILLS & COMPETENCIES


Proficient in MS Office applications (Word, Excel, PowerPoint, Outlook)


Customer Service Skills


Presentation skills


Business letter writing, memos and correspondences


Good researcher with attention to details and can work under pressure


Training and Coaching Skills


Facilitating and coordinating skills


With knowledge in SAP Business One System





PERSONAL DETAILS


Sex:		 Female


Marital Status: Married


Citizenship:	Filipino


Visa Status:  	Tourist Visa














