ZARRAH 
Zarrah.355401@2freemail.com
OVERVIEW

A results-driven and resourceful administrative assistant with over 5 years of experience in administrative and secretarial work, document control, marketing and customer service. Highly organized and efficient, with superb multitasking capabilities and an in depth understanding of all aspects of office administration and events coordination. Well presented with excellent communication skills and a holistic approach to problems solving. Can work in fast paced environments, independently and as a part of a team. Comfortable interfacing at all management levels.

CORE COMPETENCIES

· Excellent working knowledge with office applications (MS Word, Excel, Outlook & PowerPoint).
· Knowledge with Smart sheet (Online Project Management).
· Basic Knowledge in Website Building such as Blogspot, Wordpress, etc.
· Working Experience with document management.

· Working experience with project management.

· Effective organizational and time management skills.

· Effective events planning and coordination skills.

· Excellent interpersonal relationship with colleagues.

· Capable of dealing with various nationalities and personality types.

· Result-oriented, flexible, and able to function under pressure and meet strict deadlines.

· Trustworthy and able to work in highly confidential environments.

· Excellent verbal and written communication skills both in English and Tagalog.

· Keen attention to details.
· Holding a valid UAE driving license.

· Certified Executive PA.

· With own vehicle.
· Social Media Specialist (Facebook, Instagram & Twitter)
· Fashion & Lifestyle Blogger
EMPLOYMENT HISTORY
Executive Assistant to the Group IT Director
August 2013-December 2016 

Al Jaber Group

ITS Department

Musaffah Industrial Area, Abu Dhabi UAE
Based in Abu Dhabi, United Arab Emirates, Al Jaber Group (AJC) operates in many dimensions: They constructs and develops some of the most important infrastructure, buildings and industrial sites. They own and operate some of the largest industries in the Middle East. They operate some of the largest fleet of equipment, cranes, and ships. They host a multi-faceted portfolio of leading brands. And it has joint venture entities with some of the largest.
· Management of Group IT Director's calendar, schedule appointments and updating contact lists.

· Provide secretarial support to the Group IT Director by encoding correspondences, reports & documents, handling or screening of incoming calls and random visitors, setting meeting with various department, clients etc.

· Organizing Conferences / Seminars or Training for staff as and when required.

· Managing inventory of office supplies - business cards, envelopes, letterheads and stationery. Ensure supplies are reviewed regularly and adequately stocked in the store to meet the requirements.

· Managing entire filing system and ensuring all files are labelled and documents are filed on a daily basis. Also maintaining filing system for each investor separately in the safe and creating new company binders as required.

· Follow-ups with different departments, companies, persons on any pending documents as requested by the Group IT Director including status thereof.

· Admin Tasks: calls, email, faxing, filing, printing, binding, keeping records, correspondence, sort and distribute incoming mails, greet visitors, assist other staff members in team, take dictations from the boss, drafts letters and posts.

· Organizing and maintaining files and records.

· Planning and scheduling meetings and appointments.

· Managing projects and conducting research.

· Preparing and editing correspondence, reports, and presentations.

· Making travel and guest arrangements.

· Providing quality customer service.
Executive Assistant to the CEO
June 2012-June 2013

Assurant BPO Solutions Inc.

Makati City, Philippines

Assurant BPO Solutions Inc. combines a commitment to environmental responsibility with a state-of-the-art infrastructure and superb facilities to offer an excellent Managed Services workplace for their global clients. In a business where results can be all that matter, Assurant BPO Solutions becomes a committed advocate and external ambassador. Striving to give a personalized Managed Services solution in tune with clients Organization’s goals and ambitions. They offer flexibility and quick implementation to suit every business need through Managed Services which cover HR, Admin, Infrastructure, Payroll, IT Support, Facilities and Customized Build Out, Project Management, RPO, BPO, KPO, Quality Support and Concierge Services.
· Creates and revises systems and procedures by analyzing operating practices, recordkeeping systems, forms control, office layout, and budgetary and personnel requirements; implementing changes.
· Resolves administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions

· Ensures operation of equipment by completing preventive maintenance requirements; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques.

· Provides information by answering questions and requests.

· Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Completes operational requirements by scheduling and assigning administrative projects; expediting work results.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Contributes to team effort by accomplishing related results as needed.

Assistant Manager - Marketing Manager
May 2010-May 2012

Jollibee Foods Corporation – Manila, Philippines

Jollibee is the largest fast food chain in the Philippines, operating a nationwide network of over 750 stores. A dominant market leader, Jollibee enjoys the lion’s share of the local market that is more than all the other multinational brands combined.

· Assisting and supporting my manager in his daily activities.

· Receiving and screening communication including telephone calls, mail, and email messages, and determining those requiring priority attentions and communicating on behalf of my manager on routine tasks.

· Creating and maintaining a system for organizing and storing both electronic and hard copy information and records, and implementing record retention policies and procedures.

· Organizing and maintaining my manager’s diary and scheduling appointments on his behalf.

· Coordinating and organizing meetings, including sending notifications to prospective attendees, preparing pre/post meeting correspondences, meeting minutes and records, and initiating any required follow up.
· Arranging travel, visas, and accommodation and, occasionally, travelling with my manager to take meetings’ notes or to provide general assistance during presentations and meetings.

· Meeting and greeting visitors of all seniority levels.

· Carrying out research and presenting findings; producing documents, briefing papers, reports and presentations.

· Handling petty cash and preparing monthly expenditure reports for the finance department.

· Organizing the printing of the company’s brochures, leaflets, invitations, business card, banners and posters.

· Communicating with suppliers and clients regarding payment terms, delivery timelines, etc.

· Organizing employee trainings and seminars (local and global) according to requirements.

· Managing events, including press conferences and promotional activities.
Marketing Coordinator – Administrative Assistant

Dec 2008 - May 2010

A2 Automated Arts Advertising – Manila, Philippines

A2 Automated Arts Advertising creates advertisements that will mark customer’s minds forever. It provides creative outputs and put every detail together to meet customer’s expectation. It is composed of highly creative and seasoned individuals who are fresh, self-willed, determined, and always striving for excellence. It provides the best ideas fit to customer’s advertising purpose.

· Serving as a front desk officer by taking, screening, transferring and relaying messages to company staff.

· Planning and organizing travel itineraries including but not limited to ticket and hotel bookings.

· Coordinating meetings and conference calls (multiple time zone), including arranging the meeting venues and facilities, preparation & circulation of agendas, caterings, projectors, flipcharts, computers and telephones.

· Sending couriers (domestic & international) and consolidating monthly reports for company’s courier transactions.

· Updating clients list, regional directory, media suppliers, and partner agencies list.

· Managing office supplies, including preparations of Pos, and compiling a monthly expenditures report.

· Preparing invoices, reports, memos, letters, and other documents.

· Reading and analyzing incoming memos, submissions, and reports in order to determine their significance and plan their distribution.

· Performing clerical duties, such as filling, sorting, and distributing mail, scanning and photocopying corporate documents, reports and records, and preparing responses to correspondences containing routine inquiries.

· Daily monitoring of different ads to ensure booked advertisements are released as per schedule.
· Submitting voucher copies and reports to specific clients to maintain accountable timelines regarding releases of advertisements in all mediums.

· Collecting and requesting specific magazines and newspapers for research purpose and sending results to the marketing team on periodic basis,

· Checking and validating invoices and securing a counter checklist before giving each invoice to account handlers.
ACADEMIC QUALIFICATIONS AND TRAININGS
· Bachelors Degree in Hotel and Restaurant Management

Polytechnic University of the Philippines

Manila, Philippines

2006-2010
· Executive PA Training

Nadia Institute

Abu Dhabi, United Arab Emirates

August 2014
· Leadership Training

· Fundamentals of Management Training

· Basic Operation Training Program
· Business Ethics

· Coaching: Leadership Skills
