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JEANNETTE ALTEA MAGDANGAL  CV  NO: 2012022
Nationality:      
Filipino 

Date Of Birth:  
April 01,1978

Religion:         
Christian
License:          
UAE Driving license
BRIEF STATEMENT OF PURPOSE:
My strong commitment to continuous learning and desire to contribute to the society are my driving forces as an individual. I am looking for a job where I would be able to share my skill set and at the same time continuously hone this competence. A job related to general office administration is a perfect platform for me to showcase my commitment, desire and competence.
WORK EXPERIENCE:

FZ LLC (June 2015- January 2017)
Loft Office 2A, Dubai Media City
A. ADMINISTRATIVE ASSISTANT
ADMINISTRATION

· Directly reporting to the CEO

· Perform general administrative tasks such as but not limited to the following:
· Making sure that all office supplies and materials are available

· Coordination with co-workers, clients, service providers, partners and regulatory bodies
· Keeping and maintaining pertinent corporate records in an orderly manner

· Processing of payroll, payment and other bank transactions 

· Monitoring of expenses and collectibles and assisting in the preparation of profit and loss (P&L) per project and company-wide

· Arranging business meetings, travel itineraries, flight and hotel bookings
· Coordinates with government regulatory bodies with regard to registration, renewals, payment of dues and other similar matters
MARKETING

· Assisting in the preparation of marketing materials

· Performs important roles in event management and projects handled by the company which include the following areas: 
· event preparation

· registration

· accounting

· sourcing of suppliers

· event promotion 
· post-event documentation and reports
· Creating and maintaining corporate contact databases
· Sourcing out potential partners, sponsors and participants in projects

· Coordination with service-providers, partners, sponsors, exhibitors and target participants
APL PROJECT CONSULTANCY - (November 2012-April 2015)

Jumeirah Lake Towers, Dubai , U.A.E.

A.
COMMERCIAL COORDINATOR

· Directly Reporting to the Managing Director.

· Assist in Ensuring best practice compliance in line with customer requirements and Company standards
· Assist in the preparation of commercial offers
· Carrying out corrective action for customer satisfaction 
· Developing a good commercial awareness of the client needs
· Monitors account receivables and ensuring timely and accurate invoicing in accordance with Finance Department.
· Assist in preparation of tender, pricing and contract documentation.
· Helps in finalizing the contract and ensure that proper hand over and instructions to company departments is executed and done.
· Manage day-to-day commercial issues with clients and suppliers
B.
PERSONAL ASSISTANT

· Attend telephone calls, invitations, and or act as representative in case of absence in some cases.
· Organizing business meetings, formal parties as per requirement with the clients and business partners.
· Responsible for works such as e-mails, fax and dispatching important documentation.

· Taking dictation, writing letters and emails and maintaining all the correspondence both for legal and personal matters.

· Responsible for briefing papers, presentations, articles and processing presentations to the people as required.

· Handling travel requirements and to travel along with the employer from one place to another whenever needed. 

· Ensuring healthy coordination and communication with office departments whenever required.

· Manage his daily activities for both personal and corporate.  

ART CONSULTANTS -Al Tayer Group (November 2005-November 2012)

Consulting Architects and Engineer -Al Garhoud, Dubai , U.A.E.

A. EXECUTIVE ASSISTANT
· Directly reporting to the Managing Director.

· Handles and assist the Managing Director for his overall personal and corporate 
work and to ensure that all things are well monitored.
· Schedules meeting, flight,hotel bookings and agendas.
· Responsible in handling personal, confidential and work related documents and files 
· Responsible and assigned in minor accounting works for hispersonal and work 
related-account and follow –ups.
· Attends business meeting & seminars with the MD and assisting in his presentation.

· Other responsibilities and tasks as maybe assigned in relation with the other
      departments procedure.   

B.
TENDERING & CONTRACTS ASSISTANT

· In charge for the tender preparation and invitation which includes selection of 
    variouscontractors and sub-contractors.
· Prepares Project Specifications correspondence and reports and coordinates with 
architects and engineersfor drawingsand other requirements needed. 
· Assure document quality to include completeness, accuracy, and compliance 
Withestablished procedures and updates.
· Expedite responses to inquiries by coordinating with the Architect and Engineer 
for theclarification matters regarding the project under tender and follow up 
submission handover the results to the project engineer. 
· Receives and distribute materials and samples for the engineers and coordinate 
with contractors.
Sales Operations Supervisor -(July 2004-November 2005)

Ayala Land Inc. - Philippines

· Reports directly to Division Head on the status of the Sales of the project.
· Conceptualizes and develops sales activities, such as Sales promotions,open 
house,saturations and other related activities, that will promote the project and 
generate sales.
· Handles brokers and sales people.
·  Submits Report and documents related to the Sales Department.

·  Ensuring customer satisfaction on after sales service.

·  In charge of maintaining quality assurance and quality control in relation with the product and its client
Administration Assistant -(July 2000-July 2004)

Ateneo De Manila University Graduate School of Business- Philippines

· Reports directly to the Principal /Superintendent of the University

· In charge of site operation,perform marketing activities and scheduling of 
programpresentation to companies about MBA degrees in various disciplines.
· Acts as a coordinator for the students, professor and as representative of the 
administration.
· Handles inquiries and complaints in regards with school programs.
Management Trainee -(May-July 2000)

Electroworld Office System Inc.- Philippines

· Provide direct marketing and sales support
· Responsible for maintaining customer, prospectsand competitor databases by
assessing and implementing marketing promotions that will  help generate sales through networking, ads and outboundcalls.
· Checks and monitors inventory and handles inquiries and complaints to ensure 
high quality and service.
EDUCATION: 

· Bachelor of Science in Commerce : Major in Marketing –April 2000
     University of Perpetual Help System –Philippines
· Ateneo De Manila University Graduate School Of Business -Philippines

Earned as MBA Units:  (Certificates are available upon request)

· Creative Approaches to Complaints Handling 

· Accounting for Non Accountants 

· Sales Management Program  

· Negotiation Skills Program 
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