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OBJECTIVE
I am seeking an administrative position in a company where I can use my experience and skills to help the company meet its goals and establish a rewarding career for myself.

PROFESSIONAL BACKGROUND

Administrative and Purchasing Assistant

Magus International FZC, SAIF Zone Sharjah, UAE
March 2016 to Present

· Handle purchasing and ensure timely delivery of orders
· Serves as main point of contact between Sales Department and suppliers by coordinating all inquiries and issues regarding purchases

· Monitor availability of stocks thru regular submission of stock report

· Responsible in the inventory and requisition of office supplies, office equipment and furniture

· Handle application/renewal of medical insurance of all employees
· Handle administrative tasks that may be assigned by the supervisor from time to time

Executive Assistant and HR Officer

Advanced Nutritional Technologies (ANTECH), Inc., Makati City Philippines

September 2012 to January 2016

Executive Assistant Functions

· Responsible for calendar management of the CEO, COO and General Manager, including interaction with internal and external contacts to coordinate various executive meetings

· Represent executive management by answering incoming phone calls promptly and efficiently and initiate appropriate action

· Handle assigned internal and external communications on behalf of executive management

· Assist executive management with preparation of presentation materials

· Review, sort and organize reports and documents

· Prioritize multiple projects and follow through on issues in a timely manner

· Arrange travels including schedules and logistics needed by the executive management

· Organize company events

· Assist in Sales and Marketing events (e.g. Product Launch, National Sales Conference)

Human Resource and Administration Functions

· Assist in the recruitment process by maintaining company account in an online recruitment portal, posting of vacant positions, sorting of qualified applicants and scheduling of interviews with concerned department heads

· Preparation of job offer of new hires and regularization contracts

· Compilation of documentary requirements of new hires and updating and safekeeping of employee files

· Assist in the orientation/briefing of new employees

· Timekeeping for the monthly pay period

· Assist in the performance evaluation process of all employees

· Updating of employee master file for payroll purposes

· Prepare resignation clearance and ensure proper turnover of accountabilities

· Preparation of internal company memos
· Preparation and releasing of memos/announcement on changes in organization structure

· Responsible in the inventory and monthly requisition of office supplies

· Coordinate with different suppliers on required services and supplies for building and equipment repairs

Department Secretary, Internal Audit Department

Malayan Insurance Co., Inc., Manila Philippines

June 2007 to September 2012

· Provide secretarial support to the Vice President and Internal Auditors

· Review and process paperwork and other documents that are subject for approval by the Vice President
· Prepare and edit correspondences, communications, presentations and other documents

· Maintain and update the department filing system to ensure document accessibility

· Manage and maintain executive schedules, appointments and travel arrangements

· Arrange and coordinate meetings and events of the department

· Prepare and distributes agenda for all department meetings
· Record, transcribe and distribute minutes of meetings

· Responsible for the inventory and maintenance of office supplies

· Receive and screen incoming calls and correspondences

· Prepare requests for issuance of checks and petty cash reimbursements

SUMMARY OF SKILLS

System Knowledge

· MS Office (Word, Excel, PowerPoint and Outlook)

· Lotus Notes

· MS Outlook

Communication

· Deals with internal customers/counterparts via telephone and email to ensure good working relationship

· Provide timely response to queries until resolved

Work Attitude

· Can work under pressure with minimal supervision

· Hardworking and goal oriented

· Actively participate in team meetings/events

· Share best practices and provide assistance in any way possible to ensure deliverables are met in a timely manner

ACADEMIC BACKGROUND

A graduate of Bachelor of Science in Psychology at Adamson University Manila Philippines, March 2007
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