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► A graduate of Bachelor of Science in Commerce Major in Economics and Bachelor of Laws who is professional, hard working and capable of implementing office processes to further organizational goals. Has experience in handling office transactions especially those related with correspondences and documents. 

► To be part of a competitive and dignified organization which provides more avenues and room for professional advancement wherein my academic background, professional experiences and skills can be utilized and improved.

SECRETARY                                                                                                    2014 to 2017
Silver Line Gate Foodstuff Trading LLC , Dubai, UAE
► screening incoming calls.
► calling customers for payment/collection.
► preparing monthly attendance for payroll purposes.
► assisting in the release of employees’ monthly salary.
► inquiring and preparing the requirements for the visa and travel needs. 
► preparing the requirements for employment visa processing.
► maintaining the files of the customer invoices.
► operating office equipment such as fax machines and photocopiers.
► receiving and releasing documents to couriers and transporters.
► tracking and maintaining a record of parcels and documents sent through courier.
SECRETARY/HR & ADMINISTRATIVE ASSISTANT                                       2013 to 2014
Blue Deebaj, FZCO , Dubai, UAE
► answering telephone calls and verifying caller’s information.
► receiving, reading and routing correspondences.
► maintaining a system of records for the company’s documents.
► operating office equipment such as fax machines and photocopiers.
► receives and releases documents to couriers.
► entering and updating the employment status date.
► preparing monthly attendance for payroll purposes.
► preparing the requirements for visa processing.
► hotel and airlines booking.
► monitoring of office supplies, courier  and pantry expenses.
► updating the MD’s calendar.
►reporting to the Admin Manager, HR Manager and to the Managing Director
EXECUTIVE ASSISTANT




                                   2009 to 2013
Office of Deputy Court Administrator Thelma C. Bahia
Supreme Court of the Philippines 
► drafting memos, letters, indorsements, and other documents.
► drafting administrative agenda and researching pertinent cases and/or jurisprudence on assigned confidential administrative and judicial matters.
► preparing the committee’s notice of meeting and agenda; and takes minutes and keeps records of the proceedings.
► proofreads invitations to bid, bidding documents and memos.
► preparing the contracts and other documents pertinent to the bidding process.
► other official tasks which the head of office may assign.
► reports to the Deputy Court Administrator.
OFFICE CLERK



   


  January 2009 to November 2009
Office of Deputy Court Administrator Antonio H. Dujua
Supreme Court of the Philippines 
► receiving, reading and routing correspondences.
► answering phone calls and taking messages, or transferring calls to appropriate individuals.
► locating and attaching appropriate files to incoming correspondences that require replies.
► maintaining a paper system of records for the correspondences and other official documents.
► operating office equipment such as fax machines and photocopiers.
► reports to the Executive Assistant.
 CUSTOMER SERVICE REPRESENTATIVE

                                   2007 to 2008 
ePLDT Ventus
Jupiter Street, Makati City, Philippines
 
► answering telephone calls and verifying caller’s information.
► answering the client’s queries by providing and explaining required and allowed information.
► reports to the Team Coach.

►  Bachelor of Laws
     Saint Louis University, Baguio City, Philippines
     June 2003 to March 2007
► Bachelor of Science in Commerce Major in Economics
     Saint Louis University, Baguio City, Philippines
     June 1998 to March 2002

Birth Date
:
 15 AUGUST 1981

 
Nationality
:
 FILIPINO
Gender
:  
 FEMALE 



Civil Status:
SINGLE 
Languages:   
ENGLISH and FILIPINO

 I.T. Skills:     
MS WORD, EXCEL, POWERPOINT,OUTLOOK
THE ABOVE INFORMATION ARE TRUE AND CORRECT:






DENISE 


Email: � HYPERLINK "mailto:denise.334570@2freemail.com" �denise.334570@2freemail.com� 











CAREER SUMMARY











CAREER OBJECTIVE











CAREER HISTORY











EDUCATION











PERSONAL INFORMATION




















	
	4 of 3



