Dear Search Committee,

I am writing to apply for any position related to my educational background-- Communications, and to my present and previous job. I am currently working as Training Coordinator, Admin Assistant, Recruitment Consultant and Receptionist at Phoenix Business Solutions LLC—Abu Dhabi, UAE. I am extremely interested in obtaining position in your company where I can contribute my professional skills and expertise.

I am a highly organized, creative and motivated professional with more than three years of experience in training and development, admin and secretarial, recruitment, and public relations and communications in the Philippines and the UAE.

As a communication professional, I have extensive working knowledge in developing and executing unique and effective campaigns and materials (most especially print materials). My extensive background in public relations plus my academic gained knowledge in advertising has helped me to take unique perspective at work.

Furthermore my experience includes research, creative writing, documenting, preparing an effective strategic plan, setting goals and achieving them within set time frame, achieving results within allocated budgets, build and extend network, improve production and revenue, motivate employees for teamwork, and exploring new horizons to add revenue and growth for the company.

Attached is my curriculum vitae for your review and evaluation. If you require any additional materials or information, I am happy to supply it. Thank you very kindly for your consideration.
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· Results oriented professional with more than three (3) years of experience in training and development, administrative and secretarial, recruitment, and public relations and communications.
· Proactive communicator in multicultural teams.
· Charismatic decision maker in fast faced, intense projects.
	PROFESSIONAL EXPERIENCE
	

	Training Coordinator, Admin Assistant,
	10/03/2016 to present

	Recruitment Consultant, Receptionist
	

	Phoenix Business Solutions LLC – Abu Dhabi, UAE
	

	Job Description:
	


As TRAINING COORDINATOR

· Map out training plans, design and develop training programs (outsourced or in-house) for corporate, HR training and more
· Choose appropriate training methods per case (simulations, mentoring, on the job training, professional development classes, etc)
· Market available training opportunities to employees and provide necessary information
· Use accepted education principles and track new training methods and techniques
· Design and prepare educational aids and materials
· Maintain updated curriculum database and training records
· Manage and maintain in-house training facilities and equipment
· Design brochures and marketing materials for training
· Develops proposal by assembling information, writing, revising, and editing drafts with maintained quality results.
Prepares
presentation
by
evaluating
text,
graphics,
printing
and
binding.

Improves proposal-writing results.

As ADMIN ASSISTANT

· Organize and schedule appointments
· Plan meetings and take detailed minutes
· Write and distribute email, correspondence memos, letters, faxes and forms
· Assist in the preparation of regularly scheduled reports
· Develop and maintain a filing system
· Update and maintain office policies and procedures
· Order office supplies and research new deals and suppliers
· Maintain contact lists
· Book travel arrangements
· Submit and reconcile expense reports
· Provide general support to visitors
· Act as the point of contact for internal and external clients
· Liaise with executive and senior administrative assistants to handle requests and queries from senior managers

| 1

As RECRUITMENT CONSULTANT

· Find clients and foster long-term relationships
· Understand client requirements
· Employ recruiting methods to attract candidates (e.g. job advertising)
· Evaluate resumes and applications
· Source candidates using databases, social media etc.
· Assume responsibility of pre-interview screening
· Match the most suitable candidates to different positions
· Create relationships with job seekers and provide advice
· Facilitate and finalise agreements between candidate and employer
As RECEPTIONIST

· Serve visitors by greeting, welcoming, directing and announcing them appropriately
· Answer, screen and forward any incoming phone calls while providing basic information when needed
· Receive and sort daily mail/deliveries/couriers
· Maintain security by following procedures and controlling access (monitor logbook)
· Update appointment calendars and schedule meetings/appointments
· Perform other clerical receptionist duties such as filing, photocopying, collating, faxing etc.
PR Assistant cum Secretary/Assistant to the Manager National Irrigation Administration - Region I Urdaneta City, Pangasinan, Philippines



12/01/2013 - 02/09/2016 Reason for leaving: To work abroad

Job Description:

As PR ASSISTANT

· Responsible for the daily handling of the business's image. Doing everything for the company including ideas about advertising campaigns, fundraising events, press releases, newsletters and lobbying governmental entities.
· Acts as the face of the company and will often be the person who is in charge of handling controversial situations with the press and other news sources.
As SECRETARY

· Perform routine clerical and administrative functions such as drafting correspondence, scheduling appointments, organizing and maintaining paper and electronic files, or providing information to callers.
As ASSISTANT TO THE MANAGER

· Assisting the regional manager with his daily business or personal tasks including project/ocular inspections, meetings, forums, conferences and/or speaking appearances, etc.
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Administrative Assistant A

National Irrigation Administration - Region I

Urdaneta City, Pangasinan, Philippines



03/25/2013 - 11/30/2013

Job Description:

· Perform administrative functions for the administration, human resource/recruitment, accounting/finance and legal—divisions in the Administrative and Finance Department
· Involved from the pre-training to post-training activities: creating the training proposal, coordinating with the speakers and participants, arranging the date and venue, preparing the training kits and materials, assisting during the training proper up to the submission of the prepared minutes of meeting and documentation.
	INTERNSHIPS AND PRACTICUMS
	

	Sky Cable (ABS-CBN Broadcasting Corporation)
	95.1 Love Radio

	Baguio City and Laoag City, Philippines
	Baguio City, Philippines

	Production Staff
	Marketing & Advertising Agent

	Documenter and Researcher
	Community Relations Staff

	Marketing & Advertising Agent
	Broadcast Writer and Reporter

	News Writer/Reporter (Sky Cable News)
	Researcher


	Amianan Balita Ngayon
	
	TV5 Panagbenga Festival Special Coverage

	Baguio City, Philippines
	
	Baguio City, Philippines
	

	News Gatherer, Writer and Reporter
	Production Staff, Marketing & Advertising
	

	Proofreader
	
	Agent, Researcher/Documenter
	

	City Government of Baguio
	
	Pines City Colleges-Basic Education
	

	Baguio City Philippines
	
	Baguio City, Philippines
	

	Office Staff of City Councilor Karmin Yangot
	Public Relations Practitioner
	

	Community Relations Staff/
	
	Storekeeper/Documenter
	

	Developmental Communicator
	
	
	

	
	
	

	TRAININGS, SEMINARS, WORKSHOPS, AFFILIATIONS
	
	

	Call Center Training
	
	Media Literacy Workshop
	

	in Professional English
	
	Baras, Rizal, Philippines
	

	School of Liberal Arts
	
	December 9-14, 2013
	

	University of Baguio
	
	
	

	Benguet, Philippines
	
	Staff Development and
	

	1st Semester 2011-2012
	
	Knowledge-Enrichment Training
	

	
	
	for IDP Implementers
	

	Hands-on Training on Basic Internet
	Rosario, La Union, Philippines
	

	Operation, Microsoft, PowerPoint
	
	August 19-22, 2014
	

	and other Computer Applications
	
	
	

	NIA Region I Compound,
	
	
	

	Urdaneta City, Pangasinan, Philippines
	
	

	November 20-21, 2013
	
	
	


Information Officers’ Seminar-Workshop on News, Editorial & Feature Writing Oriental Mindoro, Philippines November 10-14, 2014


Staff Development and Seminar-Workshop

on Geotagging

Baguio City, Philippines

April 8-10, 2015

Simple Parliamentary Procedure Training for Board of Directors Laoag City, Ilocos Norte, Philippines March 11-12, 2015



Facilitators’ Training on Gender-Based

and Effectiveness Skills

NIA Region I Compound,

Urdaneta City, Pangasinan, Philippines

October 15-17, 2015


EDUCATIONAL BACKGROUND

	Graduate, Bachelor of Arts in Mass Communication (With Honors)
	03/23/2013

	University of Baguio, Philippines
	

	GWA: 89.84
	



PERSONAL INFORMATION

Birth date: April 28, 1993

Civil Status: Single

Languages: English and Tagalog



Age: 23

Citizenship: Filipino
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