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Glominda 

E-mail: Glominda.334240@2freemail.com 
Visa: Husband Sponsored 

Nationality: Filipino    

Birthdate: 18 May 1969

Languages: English, Tagalog, Basic Arabic, French, Spanish, Japanese

With UAE drivers License

Summary of Qualification

Skilful and dedicated Executive Assistant/PA/Executive Secretary/Admin Assistant/Receptionist with extensive
experience in the coordination, planning and support of daily operational and administrative functions.

· Demonstrated capacity to provide comprehensive support for executive-level staff including scheduling meetings, coordinating travel and effectively managing all essential tasks.

· Adept at developing and maintaining detailed administrative and procedural processes that reduce redundancy, improve accuracy and efficiency, and achieve organisational objectives.

· Highly focused and results-oriented in supporting complex, deadline-driven operations; able to identify goals   and priorities and resolve issues in initial stages.

·  “Can do” attitude; work very cooperatively with Executives and office staffs.

Proficient in Microsoft Office Application (Word, Excel, Power Point) Microsoft Visio, Iscala AXAPTA, Workshare/WorkSite, PC Law, Lotus Notes, EPIC, Lawson, Kronos, Mawared and Mac operating system; Internet, e-mail, Photoshop, typing (copy and audio) 65 wpm with complete accuracy.
Professional Experience and Accomplishments

Secretary

Cleveland Clinic Abu Dhabi

Al Maryah Island, Abu Dhabi

(October 2014 – December 2016) Due to Emiratisation of the position
Duties & responsibilities

· Produces correspondence, manuscripts, notes, summaries, meeting minutes and other material from a variety of sources.
· Develops and maintains departmental files, documents, data files and confidential information.

· Answers incoming telephone calls and refers to appropriate Medical personnel for proper handling. 

· Coordinates special functions and/or programs as assigned, including special studies, surveys, publications, etc. 

· Handle physician’s travel arrangements business and professional development (ticket booking and hotel reservation and visa processing).

· Act as liaison for physicians who are transferring to Abu Dhabi, and coordinate with relocation companies.

· Prepare on boarding documents/agendas for new hired personnel and arrange office requirements for new staff on board (i.e. arranging desks + laptop+ parking access+ business cards + training/meeting etc.).

· Prepares reimbursement statements, project payments, raising LPOs through Lawson and maintains office supplies inventory by checking stock; anticipating needs; placing and expediting orders; verifying receipt.

· Keeps office equipment operating by following operating instructions; troubleshooting breakdowns; maintaining supplies; performing preventive maintenance; calling for repairs.

· Maintains quality results by following and enforcing standards.
· Serves and protects the health care community by adhering to professional standards, hospital policies and procedures.

· Enhances physician office reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments.

· Serves as a liaison between departments and others within and/or external to the Medical department and CCAD.

Temp. Executive Assistant, BU Coordinator to Partner

Pricewaterhouse Coopers (PwC)
Emaar Square, Dubai, UAE

(March 2014- October 2014)

Duties & responsibilities

· Maintaining Partner’s personal files. Handling In/out partner e-mails/faxes/ letters & Time sheet.

· Solving any problem situations within the capacity internally or with client.

· Arranging Partner’s calendar for internal, regional and global meetings, in addition to clients meetings.

· Maintaining and updating Admin files (contacts for the Partner) and updating them.

· Preparing Clients' engagement letters files, if any.

· Maintaining Jobs’ record (invoices, payments, ROFs) for a limited number of engagements.

· Handling Partner’s travel arrangements business and sometimes personal (ticket booking and hotel reservation).

· Maintaining Partner’s equipment maintenance & services, stationery, florist, etc.

· Coordinating between the Company’s departments (Partners, Directors, Managers  and staff) and the Partner.

· Directing correspondences i.e. mail, faxes, letters, bank reconciliation, etc… to the concerned parties.

· Ensuring that events and conferences are booked properly in advance for Partner and related parties.

· Keeping Admin file & formats for ease of access for everyone. 

· Issuing all PRs (payment requests) related to the Partner.

· Coordinating efforts with the Associations that the Partner is member in

Executive Assistant/PA to HR Director & Director of Legal & Compliance 


Royal & Sun Alliance Insurance (RSA) 

Al Thuraya Tower 1, Dubai Internet City

(Sept. 2011- Jan 2014) – Regional Office was transferred to Singapore

Duties & responsibilities:

· Direct coordination with the Senior Management (HR Director, Dir. Of Legal & Compliance, Dir. Of Strategy)
· Manages all related aspects of general office communication/ coordination that involve working in all levels of internal management and staff.
· Facilitates heavy executive diary movement/ office calendar – workflows & meetings
· Handles confidential information, including emails in a professional and discreet manner.
· Coordinates Board meetings and ensure appropriate matters are communicated accordingly
· Organizes logistic arrangements including visa, accommodation, transfers, agenda and itineraries
· Prepares reimbursement statements, project payments, tracking receivables, raising invoices and LPOs
· Gate-keeping screens phone calls, filters unwanted calls mails and prioritizes replies
· Draft memos and circulars and other official communications, creates and maintains filing system, prepare and reviews official correspondences
Administrative Assistant - HR Dept.

Energizer Middle East & Africa Ltd. 

Emarat Atrium, SZR

(March 2010 –August 2011)
Duties & responsibilities:

· Operate switchboard effectively and with appropriate greeting by handling all incoming and outgoing calls.

· Organizing and maintaining diaries and re-scheduling appointments/meetings by using Microsoft Outlook.

· Assist the Group Managing Director and Commercial Director for preparing correspondence/letters and travel diary management for themselves as well as their families.

· Assist the Finance/Accounts Department for preparing invoices for payment & Input data to the ISCALA.

· Handles petty cash & submit weekly report for replenishment.

· Handling stationery and pantry orders on a weekly basis as required.  Taking stock on a monthly basis to reflect and report the usage ensuring no excess orders are placed.

· Apply for renewal and cancellation of medical cards and insurance claims for employees.

· Handling travel arrangements, visa requirement and hotel reservations for Meetings Business Travels and Training events and  ensure that proper documentation such as approved travel authorization form, LPO, etc. is issued and filed accordingly

· Update Employee leave / vacation records and provide the HR Manager with a weekly update

· Managing all courier related services, such as sending, receiving and tracking.

· Ensuring general tidiness of reception and conference area.
Personal Assistant to the Managing Director

Management Trustees FZE 

Dubai Marina

(March 2005- February 2010)

Duties and responsibilities:

· Manage and maintain Directors’ schedules. Prepare facsimile & emails, invoices, reports, memos, letters, and other documents, using word processing, spread sheet, database, and/or presentation software(i.e. Photoshop and Power Point

· When boss chairs meetings: 

· -Prepare agenda in advance, arrange meeting facilities

· -Act as recording secretary; prepare action minutes

· -Screen calls and visitors  

· Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution. 

· File, retrieve corporate documents, reports and update them for easy access and reference. 

· Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work.

· Handle his personal transactions (i.e. bank transactions and fund transfers) on a monthly basis.

· Arrange Travel cash,  prepare travel arrangements for executives, (Hotel, flights, visa, cars, etc.) and social calendar

Executive Secretary to the General Manager

Waterfront Cebu City Hotel & Casino 

Cebu City, Philippines

(February 1997- February2005)

Duties and responsibilities:

· Handling all interface dealing with GM. Assisting with any and all meetings, external and internal.  Making sure calendar is correct at all times; providing an updated printed calendar with all the pre-read material associated with each meeting.

· Compose correspondence/reports for own or Managing Directors’ signature

· Prepare travel arrangements, teleconferences, etc. Assisting with on-boarding members that join the team; arranging for their office set up, as well as recurring, and introductory meetings with local management; arranging for any type of information or assistance that would help them ease into their job. 

· Arranging for air travel and hotels for members for business trips, as well as their personal trips. 

· Assisting HR Facilitator in attaining external venues for special meetings, Arranging for all logistics/requirements associated with visits by outside individuals, including appointment schedules, agendas, meals, and security clearance. 

Education

BSED (Major in Mathematics)

University of Mindanao

Davao City, Philippines

References: Available upon request
Certifications

Level 3 Admin and PA Diploma
NewSkillsAcademy.co.uk

HR and Admin Masterclass

Informa Exhibition

Abu Dhabi

Arabic Language (reading & writing)

Basic and Intermediate

Filipino Institute, Dubai UAE

Japanese Language (reading & writing)

Basic

Filipino Institute, Dubai UAE
