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CAREER OBJECTIVE

To work in an organization which will offer opportunities to increase knowledge and responsibility with suitable levels of promotions for maximum growth and to help the Company grow in profit and excellence.

SKILLS AND QUALIFICATION

· Strong interpersonal communication, customer relation skills including a pleasant telephone manner.

· Can work independently and as a team member, has a passion for excellence and initiative.
· Strong administration, presentation skills and detail-oriented.
· Can work under pressure with minimal supervision.

· Well versed with all major computer applications of common office use (MS Office, MS Word, MS Power point, MS Excel, MS Info Path).

WORK EXPERIENCES

Position
:           Personal Assistant cum Accountant 

Department
:     
Accounts & Administration Department

Company
:       
Interiors-PCG Dubai, U.A.E.


Year

:
April 2013 – Present

Duties and Responsibilities:
· Maintaining the diary, booking appointment and meeting of Managing Director and Senior Accountant.
· Provides administrative, general support and secretarial assistance to Managing Director and Senior Accountant.
· Travel arrangement, flights and hotel booking. 
· Plan, organize and manage team events, prepare meeting agendas and supporting material for distribution. Manage allotted budgets.
· Serves as an Office and Team Coordinator to ensure proper compliance.
· Collaboration with Admin, Executives, Manager, IT, Project and Design Team.

· Manage the front office; welcome, attend and assist the visitors.
· Filter phone and email inquiries and designate to appropriate team member.

· Correspondence. Organize and maintain team files, records and folders while ensuring confidentiality and accuracy.
· Accounts Payable - Purchase Order, Invoice/Bill, Payment.
· Accounts Receivable - Sales Order, Invoice, Collection and Payment Receipt.
· Payroll entry using WPS and Quickbooks. 
· Bank Reconciliation – Accounts, Credit Cards, E-dirham.
· Petty Cash Management, Preparation of Cheques and Fund Transfer.
· Assisting in preparation of schedules for management reporting ( like Job cost sheet, P/L and Balance Sheet)
Position
:           Personal Assistant/Secretary cum Accountant
Department
:     
Accounts Receivable Department

Company
:       
Ecolog International FZE (DAFZA) Dubai, U.A.E.

Year

:
January 2009 – April 2013
Duties and Responsibilities:
· Provides administrative, general support and secretarial assistance to Manager and Supervisor of the department.
· Correspondence and administrative work ensuring full attention to the details.
· Forecasting and Reporting to Management.
· Invoicing/Billing customer; includes checking of back up documents and analyzing of contracts. 
· Verifying documents; includes timesheets, daily services verification logs and source documents.

· Monitoring of payment and follow up to clients thru email and phone.
· Collection Management and Payment Processing.
· Keeping system updated for an accurate reference.

Position
:          Personal Assistant cum Transport (Air & Sea Freight) Coordinator

Department
:     
Procurement Department

Company
:         
Ecolog International FZE (DAFZA) Dubai, U.A.E.

Year

:
December 2007 – December 2008
Duties and Responsibilities:

· Planning, managing, handling and executing all air freight and sea freight from the point of origin to the point of destination. Includes land freight. 
· Responsible in getting rates from reliable Local and International Freight Forwarders.
· Dealing with customs procedure and formalities, export – import documentation.

· Coordination of work with manager, supervisor and related departments (i.e. Warehouse Dept., Operation Dept., Marketing & Aviation Dept., Fleet Management and Finance/Accounts Department)
· Maintain good work relationship with Clients and Freight Forwarders, in order to have a good out put.
· Keeps system updated and made proper record of day to day activities to have a reliable data for present and future reference.

· Responsible for making daily report and summary of work flow per month.

· Compile data and other supporting documents, computing costs, calculating rates, and prepare invoices for billing purposes.  
· Follows up, tracking and communication. Customer Service.
Position
:          
Personal Assistant (Temporary)

Department
:    
Photography Sales Department

Company
:        
Salam Studio and Stores L.L.C.  Wafi City Dubai U.A.E  
   
 
Year

:
October 2007
Duties and Responsibilities:


· Manage all secretarial/admin jobs for the Manager and (Imaging Solutions) Photography Sales Department. 

· Process and organize orders using ORACLE.
· Coordination and provides administrative support to the Manager and Salesman of the Department.

· Coordination with Accounting and Warehouse Department.

· Processing customer wholesale orders, wholesale returns, stock adjustment –Increase/Decrease and sample for approval.

Position
: 
Personal Assistant cum Receptionist
Department
:    
Project and Operation Department

Company
:        
Abu Dhabi Shipping Agency L.L.C. Bur Dubai Dubai U.A.E      
   
Year

:
Jan.08, 2006 - Sept.2007
Duties and Responsibilities:


· Receiving all telephone calls. 

· Providing full administrative support to the Department Manager and Project Supervisor.

· External correspondence with clients and potential customers locally & internationally as well as interdepartmental correspondence.

· Coordination of jobs being handled by the department to ensure accuracy.

· Calling shipping lines and airlines to obtain best rates/charges and requirements for shipments.

· Entertained and received inquiries as well as dealing with customers/clients through phone, emails etc. Customer Service.

· Close coordination with senior management, accounts, sales, and admin of the organization.

· Prepares Invoices, Quotations and preparing receipts.

· Obtained documentation, prepares required documents necessary in clearing and transporting the cargo to site.

· Handles general administrative duties such as filing, faxing, recording, copying, e-mailing and arrange bookings in hotel and airlines.

Position
:         
Receptionist/Telephone Operator
Company
:       
Ramee Gustline Deira Hotel Al Rigga Deira, Dubai U.A.E.
     
Year

:
Oct.2005 up to Dec.2005
Duties and Responsibilities:
· Make reservations and cancellations for guests over the telephone, fax and personal. 
· Allocate rooms and hand out keys to guest and compiling guest bills.
· Answering telephone calls.
· All related task that makes guest satisfied in hotel services.
· Confirming guest flights in different airlines.
EDUCATION

College 
Bachelor of Science in Accountancy



Major in Accounting



Columban College Philippines           

March 2004

PERSONAL INFORMATION 

Driving License:
UAE Driving License

Nationality
:
Filipino

Born

:
1983

Sex

:
Female

Status

:
Married
Language
:
English & Tagalog
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