
Maria 
Maria.361663@2freemail.com
OBJECTIVE:

A motivated administrative assistant seeking for a position in a challenging environment with over 5 years’ experience successfully providing administrative and secretarial support to the operational department. 
WORKING EXPERIENCE:

Company:

MAB Facilities Management LLC




702 Shangri-la Hotel




Sheikh Zayed Road




Dubai UAE

Position:

Administrative Assistant / Receptionist

Period Covered:
October 7, 2011 to November 6, 2016
Site Office:

Old Town Residence – EMAAR Properties
From October 2011 to May 2015

Oberoi Commercial Tower

From May 2015 to August 2016
Select Home Services (sister company of MAB)
From September to November 6, 2016

Duties and Responsibilities:

Receptionist

· Maintain cleanliness of the Reception and keep files and equipment’s organized.
· Welcome and greet customers, clients and other visitors. Direct them to the right personnel or department if necessary.
· Answering telephone, screen call; connect them to the appropriate personnel. Taking and relaying messages.
· Dealing with queries or request from the customers and clients.
· Schedule appointments, meetings and maintain appointment diary either electronically or manually.
· Sending, distributing and handling mails and parcels.
· Provide clerical and administrative support to the Management.
Administrative Assistant 

· Act as point of contact for internal and external clients. Answer, screen and transfer inbound phone calls.
· Write; distribute email correspondence, memos, letters and forms.

· Liaise directly with Head Office on all issues and requests.

· Organizing documents and file. Develop and maintain a filing system. 

· Resolve administrative problems and inquiries. Provide written responses to routine inquiries.
· Update and maintain office policy and procedure and ensure they are followed at all times.

· Managing inventory of assets and supplies, raise PR and receive goods in ERP.

· Responsible for scheduling of meetings and appointments of Facility Manager. Prepare agendas and supporting tools. Compile and transcribe minutes of meeting.
· Submit and reconcile expense report including accounts payables for supplier.

· Maintain client service request in INFOR EAM System (CAFM).

· Modify documents including job completion reports and quotations.

· Consolidate monthly reports and ensure to submit on time to meet client deadlines.

· Coordinating between departments and operating units in resolving day to day administrative and operational problems.
Project Admin – Corporate Accounts 
· Coordinate with our Accounts Manager and prospective clients regarding new request for Annual Maintenance Contract under Corporate Accounts. Arrange appointment for inspection and provide inspection report for contract pricing analysis.
· Maintain updated data base of all Corporate Clients.
· Coordinate with the clients regarding their concern / request for any services or work. Book the appointments and schedule the team. Follow up for the outcome of work.
· Ensure the quarterly, monthly and daily service for MEP and Cleaning are met in accordance with the contract and standard of clients.
· Maintain a complete record of Corporate Clients documents (Contract, PPM, Engineering Report/Inspection Report, Job card Report and appointments)
· Prepares quotation and send to the client. Ensure the approval of quotation or receiving of client LPO before executing the job.
· Arrange for application of work permit and police permit.
Company:

Noble House FZE (DAFZA) 



Dubai Airport Free Zone




Dubai UAE

Position:

Admin Secretary and Brand in Charge
Period Covered:
August 8, 2008 to August 5, 2011

Duties and Responsibilities:

· Executing administrative functions.
·  Screening of e-mails / correspondence and taking action.

· Responsible for maintaining confidential documents.
· Preparing agenda’s, various documents, and supporting reports for business meetings.
· Preparing monthly reports of account payables, receivables, inventory etc. 

·  Managing import / export office.

· Handling and maintaining documents like Invoices, Packing List, etc. for company and client’s reference.
· Keep the customers updated on all developments as well as marketing of new products. 
· Maintains solid customer relationships by handling their questions and concerns. Resolves difficult issues with speed and professionalism. 
· Performs data entry and uses software programs (Tally 9).

Company:

American Psychiatric Center (DHCC)



Dubai Health Care City




Dubai UAE

Position:

Personal Secretary
Period Covered:
May 2007 up to January 2008

Duties and Responsibilities:

· Over all in-charge in the clinic.

· Receiving telephone calls, corresponding with patient, & arrange their schedule.

· Assist the Doctor in daily activities. 

· Keep an organize file of patient (both in hard & soft copy).
EDUCATION:


1997


Bachelor of Science 







Major in Computer Science (Undergraduate)   


San Pablo Colleges


San Pablo City, Philippines

SPECIAL SKILLS:


Proficient in a range of computer applications MS word, Outlook and Power Point. Well-developed communication and customer service skills. Proven ability to efficiently plan and manage multiple assignments to meet tight deadlines. 
PERSONAL DETAILS:

Birthday:


May 16, 1979

Status:


Married

Height:


5’1


Sex: 


Female

Expiry:


1 Feb. 2022

Visa Status:

Visit Visa (until June 14, 2017)

Notice Period:

Immediate 
I hereby certify that all above information are true and correct to the best of my knowledge.
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