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 CHERYL


Cheryl.340780@2freemail.com

POSITION APPLIED
:
Administrative Assistant
CAREER OBJECTIVE:
To seek a middle level position that commensurate on my qualification and experience with the opportunity for personal and career growth.
PERSONAL DATA:
Age

    :
 32 years old 
Gender
   
    :
 Female
Nationality
    :
 Filipino
Civil Status
    :
 Single

Height/ Weight     :
 5'6" / 130 lbs

Visa Status
    :
 Residence Visa (expiring on 14th March 2017)
WORK EXPERIENCE:   

Office Coordinator

                              
Dec. 7, 2014 – present

Sidi Star General Trading LLC

Blue Tower - Sh. Zayed Road, Dubai, U.A.E.



Duties & Responsibilities:
· Liaising with suppliers, clients and accounts department.
· Negotiation of purchase contracts and payments to the supplier. 
· Ensure proper flow of new order information to suppliers.
· Switch BL processing and Certificate of Origin application at Dubai Chamber for cross trade shipments.
· Liaise with logistics providers and shipping lines/airlines to ensure on time delivery of shipments. 

· Follow-up on invoice payment. Sending of original shipping documents through couriers once full payment is received.
· Manage and maintain CEO’s calendar including scheduling appointments, internal / external meetings.
· Coordinate CEO’s travel itineraries, flights, hotel accommodation, visa application, chauffeur service and other travel needs.
· Prepares draft of correspondences, communications and other documents on behalf of CEO.
· Prepares and maintain operational reports, weekly and quarterly reports.
· Filing of documents, maintains general office filing system.
· Margin computations and preparing quotations for client orders / inquiry.
· Checking of the company’s post office box and pay utility bills (Etisalat, Dewa)
· Track and manage office supplies and groceries and place orders when necessary.
· Maintaining the office condition and arranging necessary repairs.
· Answer and direct phone calls.

Secretary cum PA of the Managing Director

April 9, 2011 – December 6, 2014

Stableforce Trading LLC


Al Barsha 1, Dubai, U.A.E.



Duties & Responsibilities:
· Manage the Managing Director’s diary and appointments.

· Screen incoming calls and correspondence and responds independently when required.

· Handle correspondence, coordinate meetings, take minutes and coordinate follow ups, make travel arrangements, manage diaries and maintain filing system.
· Preparing Quotations, Invoices and Delivery Notes.

· Open, sort, and distribute incoming correspondence, including faxes, emails and couriers.
· Communicating important telephone and fax messages.
· File and retrieve corporate documents and employee records.
· Perform general office duties such as copy, bind, fax and ordering stationery supplies and groceries.
· Handles imports and export shipments, getting in touch with the suppliers worldwide.
· Liaising with the PRO, for the visa applications/renewals of the staffs.

· In-charge for the travel arrangements/ticket bookings of the Managing Director and of the employees.
· Any other tasks assigned by management from time to time.
    Finance Assistant





     February 2010 – Jan. 21, 2011
    Taytay sa Kauswagan, Inc.

Roxas Palawan, Philippines


Duties & Responsibilities:

· Receive cash collection of Sales Agent, reconcile cash and keeping record.
· Preparing account summary of the clients withdrawing their investment from the company and issue check for the same.
· Prepare debit memo of overdue and pastdue of the Clients.
· Maintaining database of the Clients.
· Petty cash replenishment and check disbursements.
· Prepare monthly summary of micro-insurance payment of the Clients.
· Office supplies requisition.
Secretary cum Office Assistant

                                     Sept. 2009 – January 2010     Moneymate Iloilo Lenders, Inc.

Iloilo City, Philippines


Duties & Responsibilities:

· Answer telephone calls and transfer calls to appropriate staff as needed. Also take messages and convey the same when the concerned staff is not available.

· Receive cash collection of Sales Agent, reconcile cash and keeping record.
· Typing and mailing of correspondence.

· Manage incoming and outgoing mails, emails and faxes.
· Follow-up and receiving payment of clients.
· Data entry/data encoding, Office supplies requisition.
Admin Assistant



                                   August 2008 – August 2009
Business People Inc. 
Antique Branch, Philippines


Duties and Responsibilities:

· Receiving and encoding invoices from Sales agent.
· Filing and maintaining transactions.
· Sending communications to Head Office through fax and email.
· Provide any other support services to the Manager.
    Cashier/Customer Service Assistant

                       March 2007 – August 2007
    Customer Service Department

SM Department Store

Mandurriao, Iloilo City


Duties and Responsibilities:
· Selling prepaid cards, e-load and autoload to customers and issue receipts.
· Reconcile cash with sales figures and prepare daily cash summary report and submit the same to Supervisor.

· Responsible for the safe custody of cash received and/or other relevant documents.

· Answer customer queries professionally either in person or over the phone.

· Maintain personal grooming standards and deal efficiently with customer complaints.
SPECIAL SKILLS:
· Proficient in Microsoft office applications – (Outlook, Word, Excel etc.)
· Excellent listening and verbal skills
· Knowledge of business correspondence
· Experience in back office management
· Office administration skills
· Ability to work under tight deadlines
· Able to cope with pressure
· Able to multi-task
 EDUCATIONAL ATTAINMENT:
College
:     Bachelor of Science in Commerce major in Management Accounting
University of San Agustin, Iloilo City Philippines
Year Graduated: 2006
CHARACTER REFERENCES:
To be provided upon request.

