[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!
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Website: http://www.gulfjobseeker.com/employer/cvdatabasepaid.php
Personal Profile:
Highly accomplished, dedicated and internationally experienced professional of 4 years having varied and increasingly responsible Administrative, Human Resource Section and Secretarial experience. Possess fast and effective Secretarial skills, and having a strong Administrative. Having a comprehensive understanding of attending meetings, preparing Agendas, and maintaining departmental electronic and manual filing systems.

Work Experience:
Secretary cum Admin Assistant
January 2013 to February 2017
Al Khaleej Bitumen Company LLC
Abu Dhabi, U.A.E.

Responsibilities:
· Responsible for all the administrative processes within the Office, as well as providing general secretarial support to enable the smooth and effective running of the office.
· Following standardized company procedures relating to all aspects of Office performance.
· Direct reporting to the General Manager.

· Responsible for keeping all the confidential files of the company related Trade license, and Tenancy   Contract
· Maintaining employees file, company owner’s personal matters and the HR filing system.
· Maintaining suitable and sufficient office equipment and ordering/purchase on time.
· Updating databases with confidential and relevant information.

· Maintained the office database – retrieved and organized information for individual employees and clients.

· Arranging interviews and confirming interviews by email.

· Coordinating and communicating activities for the Office, including all employee events.
· Performed various secretarial/clerical duties such as documenting, photocopying, faxing, mailing, and organizing filing system.

· Sorted and distributed incoming communication data, including faxes, letters and emails.

· Interacted with organizational staff, executives, clients, vendors and visitors on a daily basis.
· Established and implemented administrative policies and procedures for the office.

· Filed and recorded corporate documentation, electronic files, inventories and reports
· Organizing travel for staffs.

· Preparing and Assisting Shipping documents.
· Obtaining Quotation for Factory and Office requirements with various suppliers and getting best Quotation before presenting to General Manager for Approval.
· Make Local Purchase Order (LPO) after receiving the Material Requisition Form from concerned staff and after receiving all quotation from suppliers.

· Sending Invoices and maintaining all invoices in proper files.
· Assisting the Admin in preparing the needed requirements for Employee Insurance and Vehicles Insurance.
· Preparation of Submittal with accordance of updated preference.
Education:
Bachelor of Business Administration
Major in Banking and Finance

Philippine Christian University

Year 1995 to 1999
Skills and Capabilities:

· Proficient in oral and written communications

· Can speak fluent English and Tagalog
· Computer competent

· Willing to be trained and can work very well under pressure

· Has strong communication, interpersonal, and presentation skills

· Good at public relations
· Highly Self Control
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