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	LURINA 
	




	Summary of Skills

	
	
	A highly motivated and experienced Executive Secretary with varied clerical, administrative & secretarial work experience and proven ability to handle and manage office environment, work under pressure and willingness to work above and beyond the call of duty and with thorough knowledge of all Microsoft Office programs, as well as proficiency in accounts and payroll related functions. Being proactive, can handle multiple task and diplomatic in times of challenging situations.

	Work Experiences

	From – To
	:
	November 2009 – January 2017

	Company
	:
	HLG Contracting LLC

	Role
	:
	Executive Secretary cum Admin

	Location
	:
	HLG Head Office – Payroll Department

	Responsibility
	:
	Maintain the payroll database of HLG employees; coordinate with HR and Insurance Department; prepare correspondence such as outgoing memos and bank letters. Handle the daily correspondence of the group; attending and tracking the employee queries and requests; initiate material requisitions; facilitate timesheet in Watch System of Finance Department; provide clerical and administrative support; assisting the requirements of auditors; and performing other duties under the guidance of the Senior Payroll Manager.

	From – To
	:
	March 2009 to November 2009

	Company
	:
	Habtoor Leighton Group (HLG)

	Role
	:
	Audit Clerk cum Secretary

	Location
	:
	HLG Head Office – Internal Audit Department/ Accounts Department

	Responsibility
	:
	Receives cheques, LPOs and petty cash statements to be registered, audited and released to concern personnel.  Prepares monthly discrepancy for the petty cash statement and payment vouchers. Audit the staff and labour settlement. Answering phone calls, attending visitors and distributing mails. Receives computed staff and labour settlement for tracking systems.

	From – To
	:
	November 2008 to March 2009

	Company
	:
	Habtoor Leighton Group (HLG)

	Role
	:
	Clerk cum Secretary

	Location
	:
	Habtoor Grand Palm Project (Site 615)

	Responsibility
	:
	Reporting to the project manager in Engineering Department and assigned to do secretarial and other documentations of the department.

	From – To
	:
	May 2008 to November 2008

	Company
	:
	Habtoor Leighton Group (HLG)

	Role
	:
	Clerk cum Secretary

	Location
	:
	Habtoor Building Project, Dubai Marina (Site 604) 

	Responsibility
	:
	Reporting to the project manager in Engineering Department and assigned to do secretarial and other documentations of the department. 

	From – To
	:
	April 2007 to April 2008

	Company
	:
	Gagtan’s Pharmacy and Giftshop

	Role
	:
	Store Manager

	Location
	:
	Bauang, La Union, Philippines

	Responsibility
	:
	Managing the family business. In charge of ordering the merchandises. Prepares and settles payment to suppliers. In charge of the cash register.

	From – To
	:
	April 2006 to April 2007

	Company
	:
	Aircool Contractors Inc.

	Role
	:
	Company Secretary

	Location
	:
	Makati City, Philippines

	Responsibility
	:
	In charge of canvassing price list for materials needed for projects. Prepares payment for the suppliers and utility bills, monthly cash disbursements. In charge of petty cash. Prepares payroll for the monthly and daily basis and for the distribution of the salaries of the employees. Prepares reports on expenses for handled projects. 

	From – To
	:
	June 2002 to April 2006

	Company
	:
	Contractors Collaborative Corporation (CCC)

	Role
	:
	Company Secretary

	Location
	:
	Makati City, Philippines

	Responsibility
	:
	In charge of canvassing price list for materials needed for projects. Prepares payment for the suppliers and utility bills, monthly cash disbursements. In charge of petty cash. Prepares payroll for the monthly and daily basis and for the distribution of the salaries of the employees. Prepares reports on expenses for handled projects. 

	From – To
	:
	September 2001 To May 2002

	Company
	:
	Dakki Direct Sales  

	Role
	:
	Area Sales Manager

	Location
	:
	Paranaque City, Philippines

	Responsibility
	:
	In charge of ordering the merchandises and settles payment to suppliers.

	From – To
	:
	December 2000 to August 2001

	Company
	:
	Molti Aris Construction Corporation

	Role
	:
	Secretary

	Location
	:
	San Fernando, La Union, Philippines

	Responsibility
	:
	Responsible for filing, encoding and other clerical works. Responsible for incoming and outgoing calls. Prepares reports on expenses for handled projects. 

	From – To
	:
	August 1999 to October 1999

	Company
	:
	Bureau of Customs (BOC) – Government Office

	Role
	:
	Office Personnel

	Location
	:
	San Fernando, La Union, Philippines

	Responsibility
	:
	Responsible for filing, encoding and other clerical works.

	From – To
	:
	April 1999 To August 1999

	Company
	:
	Cinderella Megamall

	Role
	:
	Timekeeper

	Location
	:
	Mandaluyong, Metro Manila, Philippines

	Responsibility
	:
	Monitoring of in and out of every employee. In charge in preparing and computation of time cards. Monitoring the employees in their respective areas. 

	Qualifications and Continuing Professional Development
	

	
	:

:
	Bachelor Degree in Arts and Science, Major in Math
Medical Transcription Course
	-

-
	Saint Louis College, Philippines (1997)

MTC Academy (2006)

	Personal Details

	
	:
	Date of Birth
	-
	September 25, 1975

	
	:
	Nationality


	-
	Filipino

	
	:
	Civil Status
	-
	Married with 1 child

	
	:
	Religion


	-
	Roman Catholic

	
	:
	Languages 
	-
	English, Filipino
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