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Seeking a challenging  adminitrative  secretary  position where I can utilize my seven years’ of experience as administrative secretary to contribute and providing efficient secretarial and administrative support to senior management /leadership and interpersonal skills to the benefit of the organization.








Rolan


� HYPERLINK "mailto:Rolan.352259@2freemail.com" �Rolan.352259@2freemail.com�  	


 


                        Secretary cum Receptionist





Work Experience











Procurment Executive					2015 – 2017


Abdul Rahman Al Bader Son’s Company			Saudi Arabia





Receive the approved  requisition by director of the office of administration and process the appropriate documents procedures for local or overseas purchase/Services/Contracts 


Check and classify the precedence of the requisition and process as priority setting of the material needed..  


Coordinate with the requestors and make sure the right materials needed. Find out the sample of material to be purchased if necessary.


Provide purchased materials to the responsible receiving and do all actions for completing the process.


Maintain appropriate records to ensure that procurement process, decision, and contractual agreement are accurately documented for accountability and audit purpose.


Data Management/Tracking of Purchase Orders and provide updates to requestor for the materials requested


Coordination of payments of Credit and Sub-Contract invoices


Preparation of Aramco Back Charge Invoices for verification and submitted to finance.





Secretary cum Receptionist					


Saudi Aramco Company					Saudi Arabia





Prepare and manage correspondence, reports and documents


Organize and coordinate meetings, conferences, travel arrangements


Tracking and monitoring work job on the SAP SYSTEM (Saudi Aramco Portal)


Set up and maintain filing systems


Set up work procedures


Collate information


Maintain databases


Maintain inventory and ensure items are in stock. 


Accomplishments �Successfully managed a diverse range of projects from conception through implementation. �Effectively prioritized and organized work loads in a constantly changing environment to meet daily and weekly schedules. �Commended by management on numerous occasions for the quality and consistency of my performance. �management at all levels. � �


 �














DETAILS











Highly recognized in the community, I can meet the challenges that your company will entrust me. I am a recognized expert in dealing different people.





CAREER





SOFTWARE





Windows 7, 8, Windows Excel, Powerpoint Presentation and Prezy Presentation.





INFORMATIONS





Hunting, fishing, cooking








Languages: English, Filipino/Tagalog











HOBBIES








SAP Planner Scheduller					2014 - 2015


Saudi Aramco Company 					Saudi Arabia


 									


Responsibilities 


Responsible for planning service order on Saudi Aramco Portal (SAP) system.


Preparing and processing notification 


Tracking and monitoring work job on the SAP SYSTEM (Saudi Aramco Portal)


Managing incoming and outgoing mail, and addressing e-mail or phone inquiries.


Maintaining filling system on the Cardex File’s 


Distributing incoming and outgoing communications via E-mail.


. 


Accomplishments 


Created and presented an excellent image of the company and its services to customers, and coordinated and communicated well with clientele and management at all levels.  


Skills Used 


Able to engage and speak to customers. 


Knowledge and experience in using computer systems. 


Communicating effectively and professionally. 


Can work at a sustained pace and produce quality work.


�


Secretary to the General Manager (reliever)	2012 – 2014 


Abdul Rahman Al Bader Son’s Company 		Saudi Arabia


                                                                                  	            


Dealing with incoming email, highlight urgent correspondence and print attachment, faxes and post, often corresponding on behalf of the CEO.


Screening phone calls, enquiries and requests, and handling them when appropriate.


Answers and screen telephone calls and forward them to concern person.


Organize and schedule meetings 


Organizing and attending meetings and ensuring the manager is well prepared for meetings. Taking dictation and minutes


Plans to schedule daily activities and applies time management


Creating Service Entry Sheet through Saudi Aramco Portal.





Accomplishments 


Commended by management on numerous occasions for the quality and consistency of my performance. 


Created and presented an excellent image of the company and its services to customers, and coordinated and communicated well with clientele and management at all levels.  





Skills Used 


Able to engage and speak to customers. 


Knowledge and experience in using computer systems. 


Communicating effectively and professionally. 


Can work at a sustained pace and produce quality work.








� Isabela State University						2002 – 2006


Philippines


Bachelor of Secondary Education				Major : Gen. Science





Mr. Reynante D. Andaya			Mrs. Russel Cordero 	


Administration Coordinator	 		Head Nurse, Fakih IVF Clinic 	                              Masafi Company,  				Jumeirah, Dubai


Al Quoz Industrial 3, Shaikh Zayed Rd.					


Deira, Dubai











.Character Reference





Hunting, fishing, cooking








HOBBIES





Languages: English, Filipino/Tagalog











INFORMATIONS





Windows 7, 8, Windows Excel, Powerpoint Presentation and Prezy Presentation.





SOFTWARE





702 Al Diyafa Bldg. Al Rigga Rd. Deira Dubai UAE


971566737091


gaglos35@gmail.com





Hunting, fishing, cooking








Languages: English, Filipino/Tagalog











Windows 7, 8, Windows Excel, Powerpoint Presentation and Prezy Presentation.





Highly recognized in the community, I can meet the challenges that your company will entrust me. I am a recognized expert in dealing different people.











Clerk 							2010 - 2012


Abraq Printing and Packaging Company 		Saudi Arabia





Responsibilities 


Dealing with incoming email, highlight urgent correspondence and print attachment, faxes and post, often corresponding on behalf of the CEO.


Keeping record of the entire inventory of sales.


Assisting in billing, procuring payment and other check out of sales.


Making sales report and analysis for the evaluation.


Managing incoming and outgoing mail, and addressing e-mail or phone inquiries.


Promptly completing all task assigned by the superiors 


Distributing incoming and outgoing communications via E-mail.





Skills Used �Able to engage and speak to customers. �Superb people and sales skills. �Customer service experience in a retail environment. �Knowledge and experience in using computer systems. �Communicating effectively and professionally. �Can work at a sustained pace and produce quality work.





Legal Officer 						2008 - 2009


Domingo & Molaer Law Office		 		Philippines





Responsibilities 


Handles the legal affairs of organization.


Drawing up and submitting major contracts, agreements and other legal document.


Handling difficult and sensitive situation tactfully.


Dealing with incoming email, highlight urgent correspondence and print attachment, faxes and post, often corresponding on behalf of the manager.











Secretary	 						2006 - 2008


Provincial Environment & Natural Resources Office	Philippines





Responsibilities 


Organize and schedule meetings according to the 'Company Act'


Scheduling and planning staff meetings


Plans to schedule daily activities and applies time management


Handling difficult and sensitive situation tactfully.


Managing incoming and outgoing mail, updating websites, and addressing e-mail or phone inquiries.





� 





Isabela State University						2004 – 2006


Philippines


Computer Secretary						
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