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  Kristine
Kristine.344840@2freemail.com  
‘Creating Value for the organization Through Proficiency In Overall Business Leadership ’

Administration Management Profile

General Administration । Office Management । Event Management । Corporate Communications । Secretarial Practice
Result oriented professional with 11+ years of insightful experience in areas of General Administration, Public Relations, Secretarial Practice and Business Development
Practiced at working with cross-functional teams of creative professionals in coordinating various administrative aspects of the organization
Executive Synopsis:
· Well versed in various aspects of administration practice encompassing filing management, travel management, events organizing, facility maintenance, calendar management, administrative support, data management, drafting of correspondences & reports
· Skilled in managing end to end aspects of various meetings encompassing preparation of agenda, maintenance/ circulation of minutes and following up on action plans

· Proven ability in liaising between senior management, employees & other stakeholders to ensure proper lines of communication critical in addressing/ resolution of myriad issues

· In-depth experience in managing vendors, performance appraisal & administration, planning & execution, coordination with various entities for smooth conduct of operations

· Proficient in fields of Trading, Marketing, Advertising, Media – TV/ Radio/ Print, Events Organization & Production, Travel Management, Facilities Management, Procurement, Logistics, Company Operations and People Management
· Efficient Team Leader & Player, combining communication, interpersonal & problem solving skills with analytical, decision making and leadership capabilities to enhance organizational objectives

Core Competencies: 
· General Administration

· Marketing & Planning
· Events Management
· Inventory Management

· Resource Optimization

· Documentation & Reporting

· Customer Relationship Management

· Cross Functional Team Coordination

Professional Experience
OMAN TECHNOLOGY INSTITUTE (OTI) – Technical Training Institute, Oman
Office Manager, August 2016 – February 2017
Job Profile: 
· Provides full assistance on office operations to meet internal and external client requirements and requests
· Manages the facility requirements and handles facility issues such as repairs
· Maintain the monthly inventory of office materials (Stationaries, toiletries, pantry items, cleaning items)

· Manages the travel requirement of staff and the management such as flight bookings, accommodation arrangement and transportation
· Monitoring staff attendance and monthly attendance report
· Function as personal assistant to the Chairman and Institute Manager pertaining coordination among clients, meeting arrangement, calendar management, travel arrangement, routing of calls/ correspondences including drafting & finalizing replies

· Delegating work to staff and managing their workload and output
· Liaises with suppliers and vendor transactions relating to office materials, facility requirements and payment follow-ups
· Ensuring that Health & Safety requirements and standards are being applied in the office
· Organizing of corporate events and activities in the office 
· Manages the efficiency of filing & data management systems of office documents
· Developing and implementing new office system to ensure the smooth flow of office daily operations

· Prepares report related to company internal issues

· Manages drafting and circulation of Office Memorandums

· Ensuring that the company’s website and  social media account are updated and properly maintained


OMAN DRYDOCK COMPANY (ODC) – Government Owned Company, Oman
Executive Secretary to the CEO, Nov 2012 – August 2016
Job Profile: 
· Develop & maintain productive business relationship with external parties based on business requirements

· Function as personal assistant to the CEO pertaining to receipt of visitors, routing of calls/ correspondences including drafting & finalizing replies

· Coordinate with various support teams with regards to day to day administrative issues

· Maintain updated documentation through implementation of efficient filing & data management systems
· Support the CEO in decision making through maintenance of updated information based on requirements

· Highlight escalated issues to the CEO and other members of the senior leadership team

· Ensure smooth functioning of various facilities of the CEO

· Draft speeches, memos and other correspondences for CEO based on requirements
· Manage travel requirements for the CEO and team

OTE GROUP OF COMPANIES, Muscat Oman
Executive Secretary to the GM – HR & Admin, Jan 2012 – Nov 2012
Job Profile: 
· Managed calls & visitors for the General Manager. Maintained office infrastructure and hygiene
· Prepared daily/ monthly meeting/ appointment schedules and maintained updated documents for meetings
· Maintained updated travel documents, billing utilities and other official documents for the general manager

· Coordinated activities related to incoming & outgoing office documents and parcels
· Tracked & maintained payment schedules for employment consultants

· Updated & managed tracker for recruitment of Omani employees
· Built & maintained productive business relationship with internal/ external customers

· Worked on various HR processes & systems

· Assisted the General Manager in recruitment process

HYDER CONSULTING MIDDLE EAST LIMITED, Manila
Jun 2009 – Dec 2011
Growth Path: 
· Facilities/Admin Assistant 





 

Sep 2009 – Dec 2011
· Personal Assistant to the Director 






Jun 2009 – Sep 2009
Job Profile: 
As Facilities/Admin Assistant 

· Functioned as point of contact for the Maintenance staff and Receptionist to ensure smooth functioning of workflow and qualitative deliverables
· Coordinated repairs & maintenance of building facility. Monitored office inventory
· Managed suppliers & vendor transactions with regards to office supplies and facility requirements

· Generated annual assessment & evaluation reports of contractors & vendors

· Spearheaded Health & Safety Program for Fire Marshalls/ First Aiders and ensured compliance to organizational safety parameters

· Drafted monthly Health and Safety Report being submitted to ME office for system uploading and records including Monthly Environmental Management report for Water, Electricity and Paper consumption
· Worked on various administrative aspects related to expatriate personnel

· Generated monthly travel report for business trips of staff
· Managed various visa & legal aspects of the organization
· Organized corporate social events and activities of the company; liaised with various non-profit organizations in managing corporate social responsibility programs 

· Produced corporate communications with regards to Facilities, Health & Safety, Sports & Social, Corporate Social Responsibility, Admin and Travel
· Worked on financial requirements related to facilities maintenance and administration

· Liaised with focal persons across regional offices and rendered secretarial assistance to the director and other office visitors based on requirements

As Personal Assistant to the Director
· Functioned as first point of contact between the director and external entities 

· Assisted the administrative team based on requirements

· Implemented & ensured compliance to various process improvement initiatives
· Maintained appointments/ meetings schedules for the director

· Prepared agendas & organized committee, board and other meetings 

· Maintained updated documentation and minutes of meetings

MAKE A CHANGE ADVERTISING AND EVENTS (Events and Advertising Co), Pampanga
Assistant to the CEO, Oct 2008 – Feb 2009
Job Profile: 
· Coordinated pre & post event activities/ programs with the client, officers, advertisers and production staff
· Liaised with marketing and production contractors, suppliers and sponsors
· Interacted with electronic & print media regarding advertising strategy and publicity of events
· Followed up & collected payments from event sponsors

· Ensured prompt resolution of queries/ issues and compliance to regulations/ contracts

· Guided team members in processing of contracts, closing event files, payments etc 

· Focused on improvement of advertising & marketing strategies

Previous Assignments
PERSONAL TOUCH SALON AND SPA (Beauty and Wellness), Pampanga

Administrative Officer, Jul 2008 – Oct 2008

INFOMAX INC. (Local Media TV Channel), Pampanga

Marketing & Administrative Assistant, Jan 2006 – Jun 2008

Academics
· BA (Mass Communications), University of the Assumption, 2008
Professional Development
· Effective Business Writing and Grammar Skills (HBB Legal and Management Center)

· M  Management Skills for Executive Secretary and Administrative Professionals (Ariva Events)

· First Aid and Basic Life Support Training (Red Cross Makati)
Professional Affiliation
· The Philippine National Red Cross – Volunteer

Date of Birth: 29th October 1982 Languages Known: English and Filipino Nationality: Filipino
Reference Available on Request[image: image2.jpg]



