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CHRISTINE
CHRISTINE.366542@2freemail.com 


PROFESSIONAL OBJECTIVE
To be able to contribute in a professional, environment where my strong determination, coupled with sincere desire to learn may make my duties more productive and enjoyable.

	PROFESSIONAL AND PERSONAL PROFILE

	· With 7 years teaching experience in home country and 10 years application as HR & office coordinator, secretary, receptionist and data encoder work in Dubai. 

· Working knowledge of MS Office Packages, Microsoft Word, Excel, and PowerPoint. 

· Highly self-motivated, a proactive and focused individual with the ability to work under pressure. 

· Good personal relations and communication skills. 

· Resourceful, with the ability to organize and prioritize multiple tasks. 




WORK EXPERIENCE

July 2013 – April 2017

Thomson Reuters

Under Visa Sponsorship of EFS Facilities & Manpower ME TECOM Authority





Receptionist
Dubai, UAE
· Answer the switchboard quickly and professionally, transferring calls or relaying adequate messages to appropriate staff member.

· Assists customers on their queries and handle product related complains efficiently; assuring customers satisfaction and provides high quality service and assistance. 

· Greet, assist and direct visitors; provide refreshments during meetings by requesting office assistant’s help.
· Manage the booking of meeting rooms through Outlook Calendar and Resource Scheduler on the office system.
· Prepares salary, NOC, employment and other certificates of Zawya and for some Thomson Reuters staff as per requirement.
· Provides support in encoding invoices for medical insurance.
· Provides clerical support to the office manager.
· Assist on the business travel requirements of employees and guests. Flights and accommodation are arranged through office system and liaise with hotels for room booking and visa. 
· Assist in the planning and preparation of meetings including Board meetings, conferences and Town Hall.
· Manage the list and allocates mobile phones for each staff, keeping record and liaise with network provider on upgrade, cancellation and new requests.

· Manage the overall courier requirements on documents, IT and marketing materials. 

· Coordinates with office assistants to distribute general correspondence and mails.
· Maintain and request of office stationery and kitchen supplies.
· Informs relevant person/company on maintenance requirements on A/C problems, main door access and all other related issues.

· Liaise with the printer provider to ensure that all machines are in order and are working efficiently.
· Manage the schedule of company drivers to ensure that their time is used efficiently on a day to day basis. 

March 2008 – June 2013

Zawya Internet Content Provider LLC





HR & Office Coordinator  
Dubai, UAE

· Manage sales queries on CRM system and allocate to the proper sales managers.

· Manage the visa application and all related matters for DIFC based employees and liaise with the PRO for LLC concerns.
· Liaise with business travel providers regarding contracts to ensure an effective and cost-efficient service and oversee all business travel arrangements including flights and accommodation.
· Provides support for the HR Easy employee information system.
· Prepare salary, NOC, employment and other certificates to all employees.
· Liaise with the medical provider on claims, addition and deletion of memberships.
· Maintain the petty cash in an efficient manner for both self and the company driver.
· Greet and assist visitors and provides refreshments during meetings.
· Ensure conference room and reception areas remains clean and tidy always and oversee its booking in a fair and efficient manner.
· Maintenance and allocation of office IT equipment, e.g. laptops, phones, projectors, conference room materials, etc.
· Assist with courier arrangements for the office.
· Managing and scheduling of the company’s driver to ensure the most efficient use of his time.
· Managing and scheduling of the company’s office assistant to ensure that the office is clean and well maintained; coordinates to receive and distribute general correspondences; maintain and request an adequate inventory of office and kitchen supplies.
January to December 2007

Harmony Look Interior Design
Secretary & Receptionist  - Dubai, UAE
· Responsible for a variety of administrative and clerical duties necessary to run an organization efficiently.
· Schedule meetings with the suppliers, contractors and clients.

· Prepares all office correspondences, organize and maintain hard and soft copies of files. 
· Arrange paper works and documents needed by the staff from Human Resources to Accounts.

Jul 2005 - Jan 2007


Desert Auto Parts & Nazari General Trading LLC
Data Encoder & Secretary 

Dubai, UAE
· Attends to telephone calls and organize all files.
· Responsible in managing the daily sales and invoices in a customized computer system for data entry. 

· Checks in the inventory of items and keep track on the availability of stocks for opening and year-end inventory. 

· Prepares all office correspondences, purchase inquiries and monthly evaluation sales report. Make inquiries and follow up quotation on products to purchase.
· Prepares LPO, Offer and Invoices.
Dec 1998 – March 2005 

Operation Brotherhood Montessori Center, Inc. 





Intermediate Teacher & Subject Coordinator
 #3 Eisenhower St., Greenhills

            



San Juan, Metro Manila, Philippines

            

           


· Taught Intermediate students on Applied Botany and Zoology.
· Responsible for the preparation of the curriculum that would cater to the needs of the learners with guidelines in the Montessori system of education. 

· Conduct evaluation of student’s performance to monitor development and to identify their difficulties. 

· Conduct research on the kind of study approach applicable to the needs of learners. 

· Supervised 7 faculty members, including bimonthly performance evaluation. 




EDUCATION

Jun 1997 – Oct 1998 
Mariano Marcos State University, Laoag City, Philippines 

· Professional Education Units  

· Passed the Licensure Examination for Teachers 

Jun 1992 – Mar 1996 
Mariano Marcos State University Ilocos Norte, Philippines 

· Bachelor of Science in Biology 

	COMPUTER SKILLS

	· Microsoft Office Packages – MS Word, MS Excel, Power Point 

· Proficiency in customized computer system for data entry, sales and stock reports. 




