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Working Experience:

August 15, 2010 up to present

Memac Ogilvy & Mather LLC – Abu Dhabi Br (Advertising Company)
6 Years & 9 Months 
Administrative Officer/Client Servicing Executive
· HR/Administrative Role: 
· Maintain database of employees such as leave days, leave ticket entitlement, timesheets, resignations/terminations, transfers/promotions, increment/ bonus, medical insurance, resident permit/Emirates ID/Labour card
· Works on RFP’s (Request for Proposal) and arrange meeting with the team. Assist on both technical and financial proposals including all the administrative requirements before Client’s presentation
· Provide front desk support to guests, suppliers, clients by providing right information
· Greet visitors and answer telephone calls, handle their inquiries, take messages or transfer them to the appropriate persons accordingly
· Finance Role: Prepare Client & Supplier’s Quotation, Purchase Order, Cost Estimate, Delivery Note, Invoices, Billing Sheet, Revenue Tracker and all financial related documentations.

· Social Media Role: 

· Responsible on Community Management, Measurement, Social Listening, Social Advertising
· Represent the Agency by responding and coordinating with clients
· Handle several clients and ensure that client requirements are met

· Writes a brief according to client’s needs and liaise with the Creative team to execute the job accurately and on time
· Participates in internal and external meetings as directed by the Senior Account Manager and Creative Director
· Works with Creative team regarding the advertising campaign & brief
· Ensure clear and smooth flow of conversation between Clients and Agency staffs
· Event Coordinator/Management Role:
· Introduce concepts, themes and prepare presentations, pitches, creative and client interfacing, brainstorming, line production, and other aspects of event production
· Coordinate and supervise the activities of personnel, subcontractors, venues and vendors as required to successfully execute the assigned events and event production set ups with budgetary control
· Provide information and guidance for the client in order to obtain accurate event specifications
· Oversee all event planning estimates for project scope, schedule, and resource requirements ensuring programs are properly budgeted, estimated and scheduled
· Meet new clients fore briefs, present credentials and proposals
· Prepare event technical and financial proposals
· Coordinate with third party suppliers 
· Make checklists for events
Clients worked with:

· National Bank of Abu Dhabi (NBAD)

· Abu Dhabi Tourism & Culture Authority (ADTA)

· Etihad Rail DB (ERDB)
· Department of Municipal Affairs and Transport (DMAT)
· Aldar - House of Fraser (Fashion Show both in World Trade Center Mall & Yas Mall)

· Abu Dhabi Education Council (ADEC)

Continuation:  Working Experience:

May 2006 - August 13, 2010

Al Aqili Distribution LLC – Dubai U.A.E.
4 years & 3 months

Marketing Executive
· Reporting directly to the Marketing Manager & Brand Managers for everyday Sales Report updates
· Coordinating with the Salesman of each brand to ensure proper distribution of our products in the market
· Checking availability of stocks (Number of stocks left, Expiry Dates, fast moving products)
· Making all Sales Reports using Microsoft office
· Keeping all soft & hard copies accordingly for our future reference
June 2002 to December 2005

K.H. Mindanao Freight Services (Family Owned Business) – Manila Philippines
2 years & 6 months

Officer-In-Charge
· Handling daily invoices, payments and bank related matters
· Coordinating with Clients & Suppliers
· Ensuring all orders are placed and received on proper condition & on time
· Making Monthly Sales Reports
Education:

Bachelor’s Degree
Commerce Major in Business Management

Saint Paul University 

Manila - Philippines

Completion Date: May 2002 (4 year course)


Internships:
· Standard Chartered Bank (SCB)

Main Branch – Makati Manila, Philippines

· Philippine Deposit Insurance Corporation (PDIC)

Main Branch – Manila Philippines
Skills:

- Excellent in Microsoft Office (Word, Excel, PowerPoint, Outlook)

- Multi-Tasking Skills
- Time Management Skills

- Client Relationship Management


- High Interpersonal Communication Skills

Personal Information:


Age:


35 years old


Birth Date:

November 07, 1981


Gender:


Female


Nationality:

Filipino


Languages:

English & Filipino


Visa Status:

Employment Visa (Transferrable)

Notice Period:

15 days

