

Daisy 
Daisy.356479@2freemail.com
OBJECTIVE

Seeking a career in Commercial/ Industrial/ Business/ Manufacturing sector with willingness to take up challenges and responsibilities. To work in a competitive environment on challenging assignments that shall yield the twin benefits of the job satisfaction and steady paced professional growth. 
EDUCATIONAL BACKGROUND
	Qualification
	University/ Board
	Particulars

	Primary
	Immaculate Heart of Mary Academy
	1994

	Secondary
	Immaculate Heart of Mary Academy
	1994 – 1999

	College
	University of Mindanao- Davao City
	Bachelor of Science in Civil Engineering   1999 - 2003

	
	Davao Oriental State College of Science and Technology
	Bachelor of Science in Mathematics

2003 - 2006


ADDITIONAL QUALIFICATION

· Proficient in MS Office and Excel and effectively interfacing with people at all levels.
· A quick learner and can handle difficulties with professionalism and having strong interred personnel and analytical skills and resolving problems in effective manners.
· Experienced of handling administrative, secretarial, documentation and clerical duties.


· Exceptional Organization and Customer Service Skills and keen attention to details.
· Professional Demeanor Detail and Commitment (First Person In, Last Person to Leave Mentality)
· Detail Orientated, Accurate, Flexible and Reliable and a Team Player with the Ability to Work Effectively in any Environment with Strong Verbal and Written Communication Skills.
· Deep knowledge in time sheet, Salary preparation and basic knowledge in  Store keeping and control of store keeper.
WORK EXPERIENCE

     
Company Name
:  Axis General Maintenance & Contracting LLC

                                      
    Dubai, UAE
Experience

: 4th November 2014 to Present

     
Designation

: Document Controller/ Follow-up Clerk
          Job Handled / Work Exposure

· Inquiring and preparing documents for acquiring Nakheel, TECOM, DUBAI Civil Defence and Dubai Municipality Certificates for approvals.
· Maintaining a filing system for all Construction and Contracting Documents (Drawings, Building Permits).

· Keeping records of Client’s and its respective project or files.

· Act as Purchaser

· Sending inquiries to suppliers for materials and making purchase order and processing for the same.
· Preparation of Daily Attendance Sheet for labours and Salary Statement for Employees.

· Keeping records of Travel Annual Leave, Staff file up to date and in order 

      sickness records, holidays, vehicle registration and insurance arrangements.

· Preparing material request and daily time sheet, receiving deliveries, coordinating stock and documenting internal.

· Store transaction, maintaining records, and overseeing distribution etc. and maintaining inward and outward Register.
· Communicating status to Project Manager, Purchase Manager and Periodical      

      Review of Stock and Assets.
· Maintaining records of staffs and labours visa’s and do PRO work such as renewal and attending new visa for new employee.

· Answering calls and emails, attending and preparing tea for guest.

    Company name

:  Palm Jumeirah, Dubai, U.A.E
    Experience


:  6 yrs. from 2008 till 2014
    Designation

:  Office Girl cum Receptionist
   
Job Handled / Work Exposure

· Maintain the Receptions cleanliness and manage Employers files and databases.

· Answering calls and emails, attending and preparing tea for guest and tidying office.

· Making sure to attend maintenance work needed for the Villas and apartment.

· Dispatch documents via DHL or any courier, travel arrangement of management, employee's record including time sheet / salaries record / overtime etc.
· Organizing meetings, vehicles management, other admin work assigned by management.
· Keeping track of records and training certificates of the staffs especially in systematic manner.

      Company Name
: Polytechnic College of Mati College
      Experience
: 2 years

      Designation
: Teacher
      Job Handled / Work Exposure
· Prepare daily records of student’s files and grades.

· Prepare lesson plans for daily basis.

PERSONAL DETAILS

     Age and DOB

: 30th July 1982
     Sex



: Female

     Nationality


: Filipino

     Religion


: Roman Catholic
     Martial status

: Married
          Language 


: English, Basic Arabic and Hindi
Declaration

I hereby declare that the above mentioned information’s are true and correct to the best of my knowledge and belief.

