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Curriculum Vitæ

Professional Seeking

JOB OPPURTUNITY
CAREER OBJECTIVE
To help and involve in gaining the primary goal of the company for its success, and to have the opportunity of being more skilled and obtain a challenging position suited to my preference/ interest, thereby gaining new knowledge and experience that will bring about a profound change in terms of my career and personal advancement.

JOB QUALIFICATIONS / SKILLS
· Excellent oral and written communication skills

· Detail oriented and works with a high degree of accuracy

· Highly organized and flexible

· Ability to multitask and meet changing deadlines

· Must be self directed and able to complete projects with limited supervision

· Maintains staff and company confidentiality

· Working knowledge of email, scheduling, spreadsheets and presentation software

EMPLOYMENT HISTORY

OFFICE ADMINISTRATOR/OFFICE MANAGER
Enshaa Services Group/Enshaa PSC

Palazzo Versace Hotel & D1 Tower Project

Jadaf, Dubai UAE

August 2010 to Present 

DUTIES AND RESPONSIBILITIES:

· Provide all secretarial and administrative support requiring a sound understanding of the organization policy and structure
· Coordination with other departments to facilitate good working relationships
· Coordinates and organizes meetings including preparation minutes of meetings.
· Following up with suppliers to ensure quotations are received in a timely manner
· Ensure that all PO's are issued for all approved work
· Manage the Purchase Order Procedure from material requisition, raising the orders, inputting into the system, and obtains approval 
· Ensures Purchase orders, delivery notes and invoices are matched
· Check / verify staff payments from Manpower Suppliers
· Match invoices with PO's and goods received notes
· Verifies amounts and codes the invoices matching with the LPO and delivery note

· Responsible for ensuring all documents are attached with the invoices for accounts payable

· Assist in administering all paperwork required to ensure compliance with regulations
· Ensure all paperwork is submitted to authorities within required notice periods
· Filing, scanning, photocopying and general document preparation
· Maintaining schedules of core information, and checking that the information is kept regularly updated
· Coordinates within the company and outsource manpower suppliers
· Supervise and coordinate activities of staff including leave coordination
· Ensuring via the creation, modification and authoring necessary office forms and SOPs within the organization.
· Organizing and storing paperwork, documents and computer-based information 
· Enters, updates and posts invoices for payment, mid-month and end-month, in batch header 

· Ensures that all documents and cheques for payments are matching with the payment summary list before forwarding to the signatories

· Manages the photocopying, issuing of cheques and informing the suppliers and subcontractors to collect their cheques

· Prepares printing of cheques for payment as when required

· Handles petty cash disbursement, replenishment and liquidation of expenses
· Ensures the filing of payments’ documents (PPCs, Invoices, Receipts, et. al) accordingly
· Manages the purchasing of office materials for office’s kitchen, pantry, janitorial and stationery
· Responsible for the safekeeping of authority approvals, NOCs, variation orders and contracts
· Organize and supervise all the administrative activities that facilitate the smooth running of the office
· Manages and Supervises the itinerary of travels and activities of drivers and office boys/assistants
· Manages the updating of organization chart 
· Liaises with the company and other Outsource Manpower Supplier head offices for site employees (new staff requirements, visa/medical information, joining report, transfer report and clearances)
· Responsible for site employees’ attendance and annual / sick leave application
· Supervision of Timekeeping staff to ensure accurate recording of attendance
· Review and summarize labour timesheets
· Ensures the maintenance of a working environment that yields productivity and furnishes essential office supplies
· Focal person in office administration

ADMINISTRATIVE ASSISTANT/SECRETARY/DOCUMENT CONTROLLER
Emirates Sunland

Palazzo Versace Hotel & D1 Tower Project

Jadaf, Dubai UAE

July 2007 to July 2010
DUTIES AND RESPONSIBILITIES:

· Receive and verify invoices and delivery notes for goods and services

· Verify invoices against delivery notes received

· Prepare batches of invoices for data entry

· Data entry invoices for payment

· Record all cheques for distribution

· Maintain listing of accounts payable

· Maintain updated vendor files and file numbers
· Coding all incoming correspondence and forwarding to Project Director.

· Distribution of correspondence marked by the Project Director and forwarding to the staff concerned through email.

· Sending all outgoing correspondence through courier.

· Maintaining all filing of hard copy correspondence.

· Maintaining folders on the Z drive and uploading all soft copies of correspondence.

· File and retrieve documents, records, and reports of QA/QC and MEP
· Perform general office duties such as ordering supplies and maintaining records management systems.
· Compile, transcribe, and distribute minutes of meetings.
· Assign and record or stamp identification numbers or codes to index materials for filing. 

· Enter document identification codes into systems to determine locations of documents to be retrieved. 

· Find and retrieve information from files in response to requests from authorized users. 
· Relieving Front Office Co-ordinator when required.

· Organising & labelling all folders in Document Control, Project Director & Office Manager files.

· Updating cost code summary sheet.

· Typing Minutes of meetings for management.

· Assisting the management with clerical tasks of typing letters, assisting in files/correspondence etc.

· Assisting Accounts Team with Filing etc.
· Performed other tasks as assigned
ADMINISTRATIVE ASSISTANT/RECEPTIONIST
Techniq International, Jebel Ali Free Zone

Jebel Ali, Dubai UAE

August 2005 to June 2007
DUTIES AND RESPONSIBILITIES:

· Handles and monitors telephone calls

· Manages the preparation of business correspondence, memos, and reports of incoming and outgoing materials from the warehouse.

· Records all incoming documents/correspondence received and distribute to the concerned staff

· Provides clerical and administrative services 
· Makes travel arrangements, scheduling of appointments and hotel & flight bookings/reservations

· Filing of documents accordingly

· Maintains the safekeeping of office documents/files 

· In-charge of purchasing office supplies

· Prepares Pro-forma Invoice and Local Purchase Order/Foreign Purchase Order in SAGE500
· Manages the purchasing of office materials for office’s kitchen, pantry, janitorial and stationery
· Prepares Letter of Credit Application  

· Photocopy, compiles, checks and verified complete shipping documents of the received materials for the Accounts/Finance Department

· Manages the issuance of cheques to suppliers

· Arranges courier pick-up (TNT, DHL, Memo Express, Aramex)

· Performs other duties as assigned
SOCIAL WELFARE ASSISTANT
DEPARTMENT OF SOCIAL WELFARE & DEVELOPMENT (Government)

City of San Fernando, La Union, Philippines

April 1999 – February 2005

CLERK/DATA ENCODER
DON MARIANO MARCOS MEMORIAL STATE UNIVERSITY
City of San Fernando, La Union, Philippines

February 1998 – March 1999

SALES CLERK/SECRETARY

AVON Sales and Training Center

City of San Fernando La Union, Philippines

May 1996 – January 1998
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JOSEPHINE N. BORJA


Al Nahda,  Dubai, UAE


+971 52 9203930 |+971 50 3789674 


jorenbillyan@gmail.com


Assists office staff in maintaining files and databases


Prepares reports, presentations, memorandums, proposals and correspondence


Assigns jobs and duties to office staff as needed


Monitors office operations


Schedules appointments and meetings for executives and upper level staff


Serves as the go-to for office inquiries and conflicts


Manages staff schedules


Tracks office supply inventory and approves supply orders


Assists in the preparation of department budgets and expenses


Supervises all administrative personnel











