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
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
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
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i
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i
c
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t
a
k
i
n
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s
u
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n
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o
ff
i
c
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p
r
o
c
e
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r
e
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d
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s
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m
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e
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e
f
f
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i
e
n
tl
y
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H
a
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r
e
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ts
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i
n
f
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a
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o
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d
a
t
a
 (Employee Files/Company Files/Company Car Files
Logistics and HR Functions
Data Management & Analysis, Reports, Troubleshooting of customer issues, Preparation of Powerpoint Presentation, Research, Mentoring
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s
i
n
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-
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 “
Health and Safety
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Philippine 
   
   
Center for Career Advancement, 2017, UAE 
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Office Administrator
Golden I
sland for Property Investment L
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, UAE
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GXS
 Philippines Inc
.  (Now Open Text), Philippines
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 201
3
 
–
 
Mar 2015
           
           
  
Dec 2005-Jan 2013
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r
k e
xpe
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en
c
e
Al Asayel General Trading
Office Administrator
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A
c
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m
i
c
 
q
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i
f
i
c
a
t
i
on
s
Polytechnic University of the Philippines
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I
S
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
    
 
O
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i
c
e
 
p
r
o
c
e
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r
e
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
    
 
Da
t
a
 
m
a
n
age
m
e
n
t

    
 
Microsoft Application      

    
 
Cu
s
t
om
e
r
 
s
e
r
v
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
    
 
R
e
c
e
p
ti
o
n
 
su
pp
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
    
 
Diary
 
ma
n
age
m
e
n
t

    
 
Mi
nu
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t
a
k
i
n
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
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n
g
 
/
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h
i
v
i
n
g
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 tasking
AD
M
IN
I
S
TR
A
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e
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
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o
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a
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n
i
n
g
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d
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e
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
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d
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r
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i
c
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i
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
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h
e
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w
l
e
d
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r
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u
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o
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E
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e
l
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d
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e
s
s
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
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u
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m
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n
g
s
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d
 
p
r
e
p
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n
g
 
a
g
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h
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.

   
 
E
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i
v
e
 
o
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n
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a
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s
k
i
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.

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o
l
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i
n
g
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m
i
n
i
s
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a
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v
e
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r
ob
l
e
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
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p
e
r
v
i
s
i
n
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h
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r
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
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b
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
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
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
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b
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
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
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
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
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b
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
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
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n
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t
i
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
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b
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u
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n
d
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n
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n
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d
em
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
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b
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.
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u
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f
l
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i
b
l
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o
v
a
t
i
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d
 
e
n
t
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s
ia
s
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i
v
i
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w
h
o
 
p
o
s
s
e
s
s
e
s
 
a c
o
n
s
i
d
e
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b
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a
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t
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o
w
l
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e
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d
i
n
g
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m
i
n
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c
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c
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c
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p
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o
f
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i
n
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a
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v
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b
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a c
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d
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p
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