Edel
.361517@2freemail.com 
Edel 
HR Executive cum Executive Secretary to the CEO
Education

Bachelor of Science in Computer Science
Professional Experience
September 2014 to Present




Pacific Control Systems LLC, Dubai UAE

Executive Secretary to the CEO
Provides secretarial and administrative assistance to the CEO which includes but not limited to filing of records, screening calls, email correspondence, fax, office administration, providing assistance to other personnel, managing the CEO’s calendars and schedules, arranging appointments, meetings and conferences as directed, responds to public inquiries on the telephone and in person, assisting guests, help resolve queries and complaints within scope of information and authority and refer to others as appropriate, coordinate various activities and details associated with meetings and business trips to the concern person/department.

HR Executive






Pacific Control Systems LLC, Dubai UAE
Conducts all HR-related activities such as Induction Programs for the newly hires, Visa processing, Monthly Payroll, Leave Management, Staff record filings and End of service settlement, ensuring that company and employee’s needs has been met on a regular basis with sensitivity, maintaining the confidentiality of the company and to maintain smooth communication with different departments under the direction of the COO of the company.
November 2011 to September 2014



Pacific Control Systems LLC, Dubai UAE
Secretary to the Operations Manager cum Department Coordinator – GCCC Project
Ensuring the smooth operation of the office as well as providing administrative support to the Operations Manager. Coordinate and provide secretarial support services for the department, monitor work load, work activities, priorities and deadlines, maintain a calendar of activities, meetings and various events for the department, prepare, type and word process a variety of documents, maintain records and perform a wide variety of general clerical work including the maintenance of accurate and detailed logs and records, verify accuracy of information, research discrepancies and record information.
Handles customer inquiries thru phone and provides customer satisfaction, developing reports and Maintain the log of contact details of the customers, providing Daily, Weekly and Monthly reports to be forwarded to the Manager as per instruction and responsible in establishing and maintaining effective working relationships with co-workers and the Manager.
September 2008 to November 2011



Pacific Control Systems LLC, Dubai UAE
Customer Service Assistant - Dubai Civil Defence, HQ
Maintain a high level of customer satisfaction by assisting every client for their queries & to subscribe the building in a timely manner, independently resolve the client issues & all the corrective action are done immediately in consultation with other team members/superior, assist clients enquiry on all aspect for their registration, follow up calls for payments, pending issues related to the subscription of their building, maintains a Daily, Weekly, and Monthly reports, coordinates to the site team for site visits as per agreed with the client.
DCD Configuration Team – CSR



Pacific Control Systems LLC, Dubai UAE
Responsible in getting the list of paid clients and creating unique ID’s for each, configuring the panels to their designated IP and testing if alarm has been received from the system, updating the list of panels of fully installed, pending and returned to be verified by the store in-charge person for proper inventory of panels.
September 2006 to September 2008



Ford Global City (Automobile), Philippines
Business Development Assistant - Customer Service and Relation 

Able to go to Marketing events and interview Clients for update of their record face to face, and generate sales leads thru telephone calling.
Database Coordinator




Ford Global City (Automobile), Philippines
Responsible in gathering the prospect clients from the Sales Agents, keeps and sorts them for future references and distributes to the Sales Agent if asks for a copy and submits a monthly report.

June 2004 to September 2006





Chairmaine’s Commercial, Philippines
Sales Executive

Responsible in selling eyewear to the Optometrists and Ophthalmologists, majority of the work is to update concern persons for new items/promotions that the company offers and partly doing collections for pending payments.
Trainings Attended

ERP, Basic Niagara
Office Machines Handled
PC (Desktop and Laptop) / PABX Phone / Facsimile / Photocopier / Scanner / Paper Binders and Cutters / Plastic and Wire Spring/Ring, Glue / Printers
Skills

With valid UAE Driving License, Good communication and interpersonal skills, Adaptable team player, Self-driven individual and quick learner, Knowledgeable in Visual Basic and Macro, Networking & setting up of local area network.
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