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	· A hardworking, highly motivated, dedicated and customer service oriented professional. 
· Possess capability in handling office administration, clerical functions, reception duties and providing customer services. 
· Capable of working in challenging and pressure-driven work environment and effectively set priorities. 
· Enthusiastic and initiative–driven individual with excellent communication skills and have the ability to work independently within a team as well as across-team.

	


	
	



	                    HR/Administrator                                                                                                                             August 2009 – January 2017
                    AL GHURAIR & SOLARIS MIDDLE EAST BUS TRADING LLC                                                                                                   

                  Oud Metha Road, Dubai, UAE
                   Secretary / Admin Staff
                                                                                                      November 2005 – October 2008
                   EXTREME MARINE EQUIMENT SERVICES
                 Mina Seyahi, Al Sufoh Road, Dubai, UAE
                  Admin Support Staff                                                                                                                            March 2002 – October 2005
                  CONTENT ONLINE SERVICES INC.
                  Legazpi City, Albay, Philippines

                 Quality Assurance Staff                                                                                                                October 2000 – February 2002
                 CONTENT OLINE SERVICES INC.
                 Legazpi City, Albay, Philippines


	

	 
	

	
	

	
	


HR / Administrator – Al Ghurair & Solaris Middle East Bus Trading LLC

· Managing daily office activities and work distribution

· Organize CEO’s business travel matters (hotel, ticket & visa if needed)

· Handling the company’s petty cash; ensuring the accuracy of entry in sequence in excel file and hard copies (receipts and invoices), send report to accounts and request for replenishment

· Facilitate the recruitment process; coordinating with recruitment agencies, applicants and AGS Management

· Prepare offer letter of the shortlisted candidates and continue the procedure until issuance of employment visa

· Closely coordinate with PRO regarding employment visa processing (new, renewal & cancellation) and other legal documents like Trade License, Establishment Card etc. 

· Make plans,  request and liquidate PRO fund

· Prepare employee’s financial settlement like annual leave and final pay (Resigned, Terminated or EOC)

· Provide correct data and information to accounts for proper accounting of salaries on a monthly basis

· Arrange and update (if needed) the evaluation form every six months. Create evaluation summary and list of employees qualified for salary increment to be forwarded to CEO for approval

· Monitor and process the renewal of insurances (Workmen Compensation, Public Liability, Medical) and AGS Car Fleet (Insurance and Car Registration)

· Facilitate the application and issuance of employees bank account (Rateb Card) and medical insurance

· Calculate overtime based on approved overtime hours

· Properly monitoring and recording of employees leave and ticket allowances

· Ensure proper filing of all company documents and records, electronic files and hardcopies

· In-charge in  monitoring and payment of company utility bills; office and staff accommodation

SECRETARY / ADMIN STAFF - Extreme Marine Equipment Services
· Reports directly and provides administrative assistance to the General Manager
· Overall in-charge of the Reception Area that provides customer service and handle customer enquiries 
· Arrange travel matters for employee and company executive

· Takes full responsibility over proper filing and safekeeping of all company documents and records 
· Responsible in handling and disbursing petty cash fund and  prepare computer-generated statement of accounts on daily basis
· Assist the chief accountant in generation of customer’s statement of account, sending and calling for payment follow up 

· Transmit information or documents to customers / suppliers by email, courier or fax
· Prepare invoices/ Quotations to the customer and LPO’s to the suppliers with regards to the ordered goods status and availability
· Coordinate with couriers and track shipments

· Maintain data on all company purchases and other operational expenses

· Coordinate to PRO for company’s legal documents (employment visa to new employees, Trade License renewal and other papers among others…)

· Maintain and update staff personal profile and records

· Managing the showroom in the absence of Salesperson

· In-charge of company utility bills and office supplies

· Handles switchboard (PABX lines) operation; screens and directs call to all concerned parties

· Act as Workshop Coordinator for 4 months while in-charge is on leave: 
Duties & Responsibilities include:

· Facilitates distribution of workload to all personnel in the workshop

· Ensures that boats for repair are delivered on the committed timeline

· Motivate and support workers in the workshop to provide excellent performance 

· Coordinate job orders with  mechanics/technicians and provides customer’s updates on the progress of work

· Ensures that job orders and customers specifications are met and that items are in good running condition before delivery is undertaken.
ADMIN SUPPORT STAFF – Content Online Services Inc.
· Gathers data on productivity of Production Associates on a daily and monthly basis 
· Generates monthly/quarterly reports based on productivity as basis for incentive determination, employee evaluation and salary increment

QUALITY ASSURANCE STAFF – Content Online Services Inc.
· Responsible in putting “mines” on electronic data to measure the accuracy of  auditors and proofreaders in trapping errors in the output documents of Production Associates, which is necessary for the calibration of competence of QA Auditors
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	Basic Entrepreneurial Skills Training –17 April 2015 by Royale Business Club International, Dubai, UAE
Leadership & Management Skills Training – 01 September 2012 by Zabeel International Institute of Management & Technology, Dubai, UAE
AGS HSE Management System – 29 & 30 March 2011 by  SANTIS HSE Group - Al Ghurair & Solaris Middle East Bus Trading, RTA Depot Al Khawaneej Dubai, UAE
           Leadership Training – 20 & 21 September 2001 by Content Online Services Inc., Legazpi City, Philippines


	
	
	

	
	
	

	
	
	

	
	
	

	                   GRADUATE  –  Bachelor of Science in Business Administration                                                                        1996 - 2000
                                                  Major in Marketing

                                Aquinas University of Legazpi
                                                  Legazpi City, Albay, Philippines


	




           Sex


:              Female




           Birth date

:              November 1979



           Nationality                
:              Filipino
           Civil Status          
:              Married
           Languages

:              English and Filipino


Available upon request[image: image2.png]


[image: image3.png]


[image: image4.png]



Profile Summary





STRENGTHS





Quick Learner


Exceptional  interpersonal relations 


Computer proficient (Microsoft office) 


Self motivated and determined


Facilitating & Coordinating skills


Handle pressure with ease and efficiency


Adaptable to dynamic business setting


Good oral and written communication skills








Experience Snapshot





Proven Job Role








Trainings





Education





Personal Details








Character References
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