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OBJECTIVE
To explore and work with a company that will enhance my knowledge and skills as well as to share my personal and professional growth of well established company.  
KEY SKILLS 
· Proactive behavior and ability to manage multitasking
· Positive attitude and ability to work well with others 
· Public Relation and customer service orientation.
· Always strives to achieve the highest standard possible at any given task
· Prioritization of work and time management
· Ability to communicate effectively to customer with under pressures and stress, flexible, hardworking,self-motivated, reliable.
· Have strong computer skills such as using the Internet, Microsoft Office, Microsoft Outlook, Microsoft Word, Microsoft Excel and PowerPoint.
· Have excellent interpersonal and communication skills for both oral and written.
OFFICE SOFTWARE USED: Dolphin,  Great Plains,  MENAITECH, Khadamatech and E-Form
WORK EXPERIENCE
Dubai Electricity and Water Authority (DEWA) – Main Office, near Wafi Mall  (Jan 2016 – Dec 2016)
Position: Secretary / Personal Assistant (Temporary) – Finance Department 
· Provides a full range of Administrative support to CFO, FC and SMF in their day to day responsibilities such as approval of documents, arrange new meetings/appointments, taking message/dictations, filing, faxes, photocopying.
· In-charged in answering the incoming and making outgoing phone calls related to Finance Department or other DEWA matters.
· Maintained the CFO, FC and SMF’s calendars, schedule and coordinates appointments for both internal and external parties.
· Prepares Memos/Letter to RTA as instructed by the Senior Manager Finance.
· Provides assistance to CFO in preparation of Quarterly Report, Budget Report, and Memos to different Departments.
· Prepares, disseminates, and follow-ups Memos/Correspondence to different Department and FD Staff for any pending documents. 

· Responsible to resolves the problem for Time Evaluation Error e.g. Forgot ID, Short Leave, Earned Leave, Clocking Exemption and Sick Leave to all FD Staff with coordination in HR Department. 
· Implement  and maintaining DEWA polices and procedures/administrative systems for safety standards.
· Performed any related duties assigned by CFO, FC, and Senior Managers Finance. 
Gulf Hotel Supplies LLC –Abu Baker Al Saddique St., Dubai, UAE (May 2008 – Dec 2015)
CUSTOMER SERVICE  l  OFFICE COORDINATOR  l  ADMIN ASSISTANT  l OFFICE ASSISTANT
Position: Customer Service  l  Office Coordinator 

· Provides assistance and support to the sales team for obtaining the sales targets.
· Prepares Sales Invoice for all outgoing deliveries, Return Goods and Credit Note.

· Prepares quotations or Pro-forma Invoice and follow up the status of the same to the customer.
· Attracts the potential customer via email or phone calls by providing the company information, promoting, and introduce the product knowledge. 
· Created a new customer account and maintain records of existing customer by updating account information
· Prepares and processes Purchase Order of new product to the supplier or vendors.

· Resolves customer complaints, return goods, price discrepancy and solving problematic situations.
· Responds promptly to customer inquiries through emails and telephone calls.

· Effectively communicating with customers to follow up orders and confirming the delivery of goods. 

· Provides reports to the sales team for their sales performance and updating weekly the Sales Status.
· Provides the status of Stock Inventory 

· Coordinates with the Logistics Department to ensure the on time delivery of goods to customer.
Position: Admin Assistant  l Office Assitant
· Provides clerical and administrative support involving efficient handling of top and confidential documents. 
· Responsible in answering the phone calls, note down messages and relayed to the person concerned.

· Performs the data entry, scan documents, filing, photocopying, and monitor the office stationery.
· In-charge in advertising vacant position and arrange interviews for shortlisted applicant.

· Creates and enter the information of a newly hired employee in the MENAITECH systems. 

· Provides short orientation to the new employee
· Maintained office canteen and office supplies of companies. 

· Responsible in coordinating with courier service for the shipping documents and non-documents.
· Responsible to operate the office software such as Invoicing, Monitoring the stock inventory, generating the reports in the systems, In/out inventory, Postings, creates item code, enter new items in the systems & Return Goods
· Prepared monthly Sales vs. Purchase Price, Sales Analysis Report, and Customer Volume Report. And in-charge in monitoring the Sales Performance per salesman.

· Prepared and sends monthly Statement of Account, and issued a Credit Note for price discrepancy.

· Responsible in recording the payments and issued Receipt voucher to acknowledge the customers’ payments.
· Monitor all the Receivables, Overdue accounts and follow up the status of payments to the customer.
· Performs Bank Reconciliations and handling petty cash.
GJLE1 Architectural Consultant – Al Maktoum St., Air India Bldg., Deira, Dubai UAE (Dec 2007 – Mar 2008) 
As Office Assistants  l  Receptionist

· Performs a range of staff and/or operational support activities; may serve as a liaison with other departments on basic administrative and/or operational matters.
· Provides assistance to the Executive Secretary and performs administrative functions.
· Responsible in handling disbursement report and replenishment of petty cash fund; prepares Voucher Payment and Receipt Voucher
· Provides a wide variety of typing which are sometimes confidential in nature and encoding of Company Profiles and other documents related to the projects.
 HOME DEVELOPMENT MUTUAL FUND
 PAG-IBIG FUND-Makati Branch (Phil’s.)
- (March 2001 – March 2007)
 Position : Customer Service Executive l Receptionist 
· Greets and directs visitors, as and when appropriate; resolves routine administrative problems and answers inquiries concerning the activities and operations of department/division; 
· Established, maintains, process, and update files, records, certificates, and/or other documents.
· In-charged in preparation of Cheques and Cheques Voucher.

· Processed and/or oversees the processing of customer cash transactions, ensuring maximum customer satisfaction.
· Maintained records of service desk transactions and prepares routine and ad hoc activity reports to management, as required.

· Provides direct front-desk customer assistance; directs and provides information to customers, and facilitates the resolution of customer complaints and queries.
· Performs administrative job-related as assigned.
DATA ENTRY OPERATOR l DOCUMENT CONTROLLER – Records Divisions (Nov 1998 – Feb 2001)  


· Prepares source of Members Records for data entry by compiling and sorting information; establishing entry priorities.

· Maintains data entry requirements by following data program techniques and procedures

· Process Members Records and account source by reviewing data for complete information’s.
· Verifies entered Members Data Sheet and account data by reviewing, correcting, deleting, or reentering data; combining data from both systems when account information is incomplete; purging files to eliminate duplication of data.
· Secures information by completing data base backups.

· Maintains Members Data records confidence and protects operations by keeping information confidential 
· Contributes to team effort by accomplishing related task.

Secretary – Manager of Billing and Ledgering Division   (April 1996 – Oct 1998) 
· Gather, enters, and/or update data to maintain departmental records and database, as appropriate; establishes and maintains paper and electronic files and records for the department.
· Assist unit management and staff in problem solving, project planning, and development and execution of state goals and objectives.

· Resolved and refer a range of administrative problem and routine telephone and/or walk-in inquiries. 
· Sorts, screens, reviews, and distributes incoming and outgoing mail; composes, prepares or ensures timely responses to a variety of routine written inquiries.

· Performed specialized activities of a programmatic nature in direct support of the accomplishment of program objectives and protocol. 
· Managed and updates confidential files and records, ensuring that ethical and legal guidelines are maintained. 
· Consolidates all the reports of the Department for collections efficiency.
· Responds to requests for information and assistance from the Department

· Supervised and trains clerical and support staff and/or interns in performance of programmatic and administrative activities.

EDUCATIONAL ATTAINMENT
  COLLEGE

: COMPUTER SECRETARIAL – GRADUATE 



  Adamson University 




  San Marcelino St., Ermita Manila Philippines




  1991 – 1993




  PHARMACY AIDE 




  Adamson University 




  San Marcelino St., Ermita Manila Philippines

  1988 – 1991



·  Passed the Data Encoder Category 1- issued by the Civil Service Commission equivalent to Sub-   

 Professional.

PERSONAL DATA

RELIGION

: Catholic 
SEX

: Female 

NATIONALITY
: Filipino
 VISA STATUS
: Employment Visa
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