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	  Rowena 
Rowena.344456@2freemail.com 



Qualifications Summary 

· Experienced administrative professional with 9 -plus-year track record in general office administration, database management, accounting support, customer care support, record keeping , internal and external events management, HR support, order processing 
· Proficient in providing support to company top executives, taking minutes, arranging travel, handling appointments and messages and writing correspondences
· Strong verbal and written communication skills 
· Competent background  in MS Office (Word, Outlook, Excel, Access and PowerPoint)
Professional Experiences
	Rieckermann (Middle East) FZCO

Team Executive Assistant 


	Dubai, UAE

September 2008 - Present
	

	Administration and Organization
· Manage the Managing Director's calendar, appointments, reminders, expenses and travel documents 
· Arrange complex international travel itineraries and hotel arrangements for the MD and top executives 
· Preparation of  documents and arrange appointments for  business visa applications if needed by MD and top executives
· Handle applications, renewals and cancellations of visas for company employees, also includes renewal of office lease , trade license, customs code, memberships, PO Box renewal and other Dubai government related works 
· Act as the company representative/ PRO e.g. JAFZA, DNRD, Dubai Customs, Dubai Chamber of Commerce, etc.
· Organize and coordinate local and overseas major exhibitions for the company (e.g. Arabplast, Gulfood, Big 5,Gulfood Manufacturing etc.) includes stand design, accommodation and entertainment of participants
· Arrange and coordinate Management Meetings and conferences held locally 
·  Ensure company health, office and cars insurances and registrations  are renewed and updated yearly 
· Manage,maintain and operate the office PABX and video conference systems
· Ensure enough inventory of office stationery and pantry supplies also includes purchases of requested office furnitures and equipment
· Maintain and manage company databases ( orders list, local orders, customer and supplier databases) ; generate monthly and quarterly reports as required

· HR Duties includes jobs sites posting  (e.g. Bayt, Gulfnews, etc.), assist in CV selection, interview appointments,conducts preliminary interviews;maintain current HR files and databases
Accounts Management
· Manage and maintain the company's corporate local and foreign currency bank accounts though online banking, ensure sufficient  funds are available and balances are maintained  
· Prepare the monthly payroll and initiate the payments through the WPS system 
· Consolidate monthly payments – preparation of cheques and  initiates telegraphic transfers      

· Responsible for cash withdrawals and manages the office's petty cash, prepares travel expenses and commissions calculations and arrange reimbursements and payments
· Monthly consolidation on all accounting related documents with appropriate business units classifications
· Prepare monthly office budgets and yearly expenses forecast 
· Assist  third party accountant on required reports and documents for monthly accounts statements and yearly audit preparations
Spare Parts Order Processing Management
· Manage  spare parts ( Machinery and Industrial Equipment) orders for Middle East customers
· Contact  European suppliers, prepare quotations, invoices and purchase orders 
· Ensures suppliers are paid on time and payments are collected from customers 
· Coordinate  logistics requirement from the preparation of shipping documents to acquiring goverment legalization; tracking of deliveries 
·  Ensure proper customs clearance and  procedures  are followed and important documents
( Bill of Entries and Exits) are properly filed
	

	Network Logistic Services FZCO

Executive Secretary to the CEO 


	Dubai, UAE

June 2007 - August 2008
	

	
	
	

	· Provided administrative/secretarial support to  the CEO

· Handled travel arrangements and hotel bookings for the CEO and family members

· Managed CEO's corporate expenses  including personal and household expenses

· Preparation of documents and visa applications outside UAE for conferences/exhibitions and holidays if necessary

· Liaises with  DAFZA Admin for Visas, renewal of trade license and other related issues/PRO duties

· HR duties include job ads posting, CV selection, interview scheduling,visa application to completing cancellation or termination paperwork,  employee data base management  

· Responsible for monitoring the orderliness and cleanliness of office premises

· Supervised office staff
	

	Texas Instruments Philippines Incorporated                                                                         Baguio City, PH
Assembly Manufacturing Supervisor Apprentice                                          September 2006 – March 2007
· Supervised the production line on designated area; ensures that machines are  efficiently working and production specialists are properly positioned 

· Monitored the output of the production and ensures that the daily production plan are well executed and forecasts and quotas are achieved on designated shift
· Preparation of  reports towards the end of the shift and submit to the Section Head, Manufacturing Manager and Assembly Team
· Assisted in the planning and management of the schedule of the production specialists
· Coordinated solving problems that are encountered during production thus liaising with Support Engineers (Equipment Engineers, Process Engineers, and Planning Department) 

Veniz Hotel Corporation                                                                                                        Baguio City, PH
Hotel and Restaurant Manager                                                                       October 2002 – January 2006
· Planning, organization  and management of  conferences and special events to a maximum of 600 people
· Managed the billing and statement of accounts for each booking
· Preparation of monthly sales and forecast reports and submitted to the hotel manager
· Customer Service Management  - handling of inquiries, complaints and reviews
· Service Staff Management - staff scheduling up to 15 staff per shift and ensure number of staff are adequate for each function
· Monitored cleanliness and quality of the hotel's services and products
Education
	

	Saint Louis University
	Baguio City, PH
	

	Bachelor of Science in Industrial Engineering
	March 2002
	

	
	


Personal Information

Birthdate:   26 March 1980

Marital status: Married

UAE Driver’s License: Issued at Dubai 10.2012 

Visa Status: Free Zone Visa 

Character References

To be furnished upon request.
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