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RIA JENICA 
Abu Dhabi, United Arab Emirates
Ria.jenica.369015@2freemail.com 
Visa Status: on visit visa

WORK HISTORY:
1. Executive Secretary to the Managing Director & Administrator

Younus Power Services FZE (August 2014- August 2016)

Location: Sharjah Airport International Freezone, Sharjah, UAE

· Duties and Responsibilities:

· Oversees and administers the day-to-day activities of the office; develops policies, procedures, and systems which ensure productive and efficient office operation.

· Provides assistance and support to the office principal in problem solving, project planning and management, and development and execution of stated goals and objectives.

· Supervises the work of employees in supporting roles, including assigning workload and monitoring employee performance.

· Performs research and analysis on specific issues, as required, and independently prepares non-routine letters and/or reports, which may be highly sensitive and confidential in nature.

· Serves as the primary point of administrative contact and liaison with other offices, individuals, and institutions on operational and programmatic matters concerning the Office.

· Organizes and facilitates meetings, conferences, and other special events; coordinates and attends committee meetings, and participates in committee discussions, as appropriate.

· Coordinates the disposition and/or resolution of individual problems and disputes involving faculty and staff as they arise.

· Provides and/or oversees provision of staff support to the office, to include handling walk-up and phone interactions, maintaining calendars and travel arrangements, screening, analyzing, and responding to incoming correspondence, handling day-to-day problems and situations, and provision of secretarial support.

· Assists in the coordination, supervision, and completion of special projects, as appropriate
· Responsible for carrying out clerical, phone and administrative responsibilities while simultaneously representing the executive office.
· Coordinates inter-departmental work projects and serves as a liaison between her boss and other company employees.
2. Executive Secretary to the Managing Director and Chairman

Rigid Industries FZC (April 2013- August 2014)
Location: Sharjah Airport International Free-zone, Sharjah, UAE

· Duties and Responsibilities:

· Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution.
· Open, sort, and distribute incoming correspondence, including faxes and email.
· File and retrieve corporate documents, records, and reports.
· Greet visitors and determine whether they should be given access to specific individuals.
· Prepare responses to correspondence containing routine inquiries.
· Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work.
· Prepare agendas and make arrangements for committee, board, and other meetings.
· Make travel arrangements for executives.
· Conduct research, compile data, and prepare papers for consideration and presentation by executives, committees and boards of directors.
· Compile, transcribe, and distribute minutes of meetings.
·  Attend meetings in order to record minutes.
·  Coordinate and direct office services, such as records and budget preparation, personnel, and housekeeping, in order to aid executives.
·  Meet with individuals, special interest groups and others on behalf of executives, committees and boards of directors.
·  Manage and maintain executives' schedules.
·  Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, database, and/or presentation software.
·  Set up and oversee administrative policies and procedures for offices and/or organizations.

· Supervise and train other clerical staff.

·  Review operating practices and procedures in order to determine whether improvements can be made in areas such as workflow, reporting procedures, or expenditures.
·  Interpret administrative and operating policies and procedures for employees.
Sales Coordinator

· Duties and Responsibilities:

· Assists the sales team, focusing mostly on managing schedules and the distribution of any sales documentation.

· Follow up on any sales quotations made for clients, negotiating terms with the client at a cost best suited for them.

· Efficiently respond to any online or telephone queries in a calm and friendly manner.

· Liaise between other departments and the client to provide the service most suitable to the client’s needs, cost and time restraints.

· Work closely with the Sales team to assess the progress of the department and develop Sales strategy accordingly.

·  Produce reports on progress within the department and outline any developed strategies to improve.

· Responsible for overseeing any supercharges and evaluating any alterations to both external and internal staff.

Sales Executive

· Duties and Responsibilities:-
· Prepared daily and monthly reports

· Identified, developed and ensured sales management of assigned major accounts

· Promoting the product of the company to the client.

· Follow up the monthly payment of the customers. 

· Coordinate and assist the sales director.

· Provide professional and effective services to internal and / or external customers.

· To meet customer expectations, particularly in terms of Quality and Timeliness in line with departmental standards, procedures and guidelines.

Marketing Officer

· Duties and Responsibilities:

· Coordinates and assists the Marketing Manager.

· Assisted in production and work in the advertising of the company.

· Implementing the new promotion of the products. 

· Planning and prioritizing skills.

· Research and respond to the market through appropriate marketing strategies.
3. Medical Secretary/ Receptionist
Dr. Ahmed Abu Sharia Medical Center (December 2011– March 2013)
Location: Khalidiya Abu Dhabi, U.A.E.

· Duties and Responsibilities:
· Performs secretarial duties utilizing specific knowledge of medical terminology and clinic/ laboratory procedures.
· Main duties includes scheduling appointments, billing patients, compiling and recording medical charts, reports and correspondences. 

· Receiving calls from patients and attending inquiries and support. 
· Responsible for providing a dermatology Nursing service for Outpatients and Inpatients by assisting resident dermatologists in the care of patients including the preparation of equipments and instruments to be used during the procedures.
· Cleaning of equipment and instruments to maintain sanitary conditions. Along with this is the responsibility to check the equipment periodically to make sure it works properly.
· Responsible for arranging own clinics in conjunction within the clinical area and the medical records department, ensuring all referrals are properly recorded and that clinic outcomes are recorded and information recorded and communicated accurately and timeously.

· Acts as patient advocate, ensuring that patients and relatives/carers, where appropriate, are involved in planning and carrying out own care especially important in long term conditions.

· Responsible for liaising with multi disciplinary team involved in patient care.

· Responsible for ordering and maintaining supplies and equipment for treatments, tests carried out within clinic and collaborating with other medical practitioners to ensure adequate resources are available and used in the most economical way.

4. STAFF NURSE (Medical Surgical Ward)

Lopez Hospital, Balaon La Union, Philippines (August 2009– October 2011)
La Union, Philippines 

· Duties and Responsibilities:

· Gives direct nursing care to general patients.

· Identifies nursing needs of patients.

· Plans, Implements and evaluates nursing care.

· Admits Patients.

· Performs nursing activities such as bathing and oral hygiene.

· Takes and records vital signs.

· Assist patients in moving, maintaining proper body alignment and utilizing good body mechanics.

· Observe medical asepsis.

· Acts as liaison between patients and hospital personnel.

· Prepares and gives oral and IV medications.

· Observes and responds to the patients’ emotional and spiritual needs.

· Interprets to the patients and his family their role in promoting successfully therapy and rehabilitation.

· Prepares patients for and assist physicians with diagnostic and therapeutic procedures.

· Performs irrigation’s catheterization and gives enemas.

· Receives and endorses word equipment and supplies and checks for its care and maintenance.

5. ON CALL NURSE (Part Time Job)

SM Mart Inc./SM Group of Companies (April 2010– October 2011)
Makati City, Philippines 

· Duties and Responsibilities:

· Works with an employer to establish a healthy and productive work environment.
· Engages workers in planned programs to promote a healthy lifestyle and good work-home balance.
· Deliver direct care to ill or injured employees. And also serve as a researcher and analyst to identify risk factors in the workplace.
· Observe the workplace and assess any potential hazards or health effects that may result from the current work environment.

· Provide routine work environment appraisals to management on an ongoing basis. This report would include any potential exposures in the workplace as well as any abnormalities you have identified from your observations.

· Document and maintain all records associated with workplace injuries or illnesses. This includes any occupational and non-occupational injuries and illnesses.
SPECIAL SKILLS AND ABILITIES 

· Gulf-experienced Professional

·  Competency in Sales Coordination

·  Outstanding Customer Service Skills

·  Tact to Deal with Multicultural Personnel

·  Handle Work Pressure with Ease & Efficiency

·  Can Convey Ideas with Clarity & Conviction

·  Excellent Organization & Coordination Abilities

·  Proactive – Dynamic – Vibrant Personality

·  High Sense of Commitment

PROFESIONAL DEVELOPMENT

Professional Regulation Commission (PRC)

Nursing Licensure Examination
Board Passer (June 2009)

Metro Manila, Philippines

License No. 0563488

EDUCATION
College

Bachelor of Science in Nursing




Univ. of Perpetual Help System-DALTA




Molino IV, Bacoor, Cavite, Philippines

S.Y. 2005-2009

Graduate with distinction: CUMLAUDE

High School

Immaculate Concepcion Academy 




South Campus, Dasmariñas City Cavite, Philippines




S.Y. 2001-2005
PERSONAL BACKGROUND

DATE OF BIRTH

:  09th August 1988
Place of Birth


: Manila Philippines
NATIONALITY

: Filipino
MARITAL STATUS

: Married
RELIGION


: Catholic
LANGUAGES KNOWN
: Tagalog (Mother Togue) 

   English (Fluent Spoken & Written)
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