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Amaya
Amaya.371318@2freemail.com  
CAREER OBJECTIVE


A Personal Executive Assistant/Secretary position where my competency level,    

                             sound expertise and rich experience can be useful for your organization.
CAREER SUMMARY


Self-driven, dedicated and task oriented Executive Secretary professional with 9 years of diverse experience in general office management, secretarial, reception handling and administrative arena. Acting as a liaison between managers and employees with providing discreet and confidential administrative support to executives. Skilled in arranging travel, taking minutes and handling correspondence. Demonstrated ability to implement office policies and procedures to facilitate the smooth workflow.
EMPLOYMENT EXPERIENCE


Personal Executive Secretary cum Document Controller



   2010 to 2016
Dubai Pipes Factory Co. LLC. DIP Jebel Ali, Dubai, the UAE
•
Acted as the point of contact between the manager and internal/external clients.
•
Screened and directed phone calls and distributed correspondence.

•     Dealt with incoming email, faxes and post.

•     Handled request and queries appropriately.

•     Managed diary and schedule meetings and appointments.

•     Read, monitored, corresponded to my boss’s emails and sms (short message service).

•     Assisted in creating and distributing meeting minutes for the monthly manager’s meetings.

• 
Maintained all hard copy and digital records for ongoing business files/projects.

•     Devised and maintained office filing system.

•     Prepared the conference room for meetings.

•     Met and directed visitors at all levels of seniority.

•     Took dictation and minutes.
•     Produced and typed documents (quotations, quality feedback, technical submittals, letters, memos)

•     Actively involved in recruitment by preparing job descriptions, posting ads.     

•     Sourced of office supplies.
Human Resources Assistant cum Accounting Clerk and Executive Secretary 

2007 to 2010
Michael Cinco Haute Couture (Jacy Kay Design Couturier)

Crown Plaza SZR. Dubai, the UAE
•
Maintained employee records (less than 100 staff) according to policy and legal requirements.
•
Administered payroll using the WPS system.

•
Recruited staff.
•
Arranged travel, visas and accommodation. Assisted Project Relation Manager to organize the documents.

•
Advised on pay and other remuneration issues, including promotion and benefits policies.
•
Negotiated with staff.
•
Interpreted and advised on employment law.
•
Provided counseling about any problems they may have at work.
•
Dealt with grievances and implemented disciplinary procedures,

•
Promoted equality and diversity as part of the culture of the organization.
•
Supported the development and implementations of HR systems.

•
Managed petty cash transactions.
•
Processed payments, issued invoice to clients based on goods sold.
•
Made and tracked payments and handled out receipts. 
•
Checked and calculated so payments, amounts and records were correct.
•
Made bank deposits and kept records.

•
Review employee expenses and made reimbursements.
•
Checked all financial transactions for accuracy.
•
Prepared and audited sales reports.

•
Screened phone calls, enquiries and requests.
•
Organized, maintained diaries and made appointments between the designer and clients.
•
Dealt with reservations by phone, email, fax or personal.
•
Recorder clients details and schedules (received, confirmed, cancelled) appointments.

•
Assisted the clients in a punctual, friendly and courteous manner.

•
Liaised with clients, suppliers and staff.
•
Resolved difficult issues regarding client complaints and other matters.
•
Sourced and ordered stationery and office equipment.
Elementary Teacher/ Facilitator






2005 to 2007
Theresian School of Cavite, Bacoor Cavite, the Philippines

Quest Academy, Bacoor Cavite, the Philippines
                                                                         

•
Planned, prepared and delivered lessons to all students in the class.
•
Registered and monitored the attendance of students.

•
Adopted and worked towards the implementation of the school development plan.
•
Assigned, corrected and marked work carried out by students.

•
Assessed, recorded and reported on the development, progress, attainment and behavior of one’s students.

•
Provided and contributed to oral and written assessments, reports and references relating to students.

•
Promoted the general progress and well-being of students.
•
Communicated, consulted and did co-operate with other members of the school staff and parents/guardians to ensure the best interest of students.
•
Ensured high standards of professional practice and qualities of teaching and learning of the subjects.
•
Maintained good order and discipline amongst students and safeguarded their health and safety at all times. 

•
Participated in staff, group or other meetings related to the school curriculum for the better organization and administration of the school.
•
Contributed to the professional development of new teachers and students teachers.
•
Participated in school assemblies.
EDUCATION AND CREDENTIALS


•     Masters, Educational Administration (12 credits/units)




2006

      Pamantasan ng Lungsod ng Maynila, Intramuros Manila, the Philippines
•     Bachelors, Elementary in Education






2005
      Saint Joseph College, Cavite City, the Philippines 

•     Professional Activities:

      Licensed Professional Teacher-LPT

      National Organization of Professional Teachers, Inc. - Member
•     Honors:

      Academic Achievement Award Certificate

      Dean’s List: 8 semesters, College of Education

COMPUTER SKILLS


•
Windows™: (Vista™)

•
Microsoft Office™: (Word™, Excel™, Outlook™, PowerPoint™ Project™)

•
Internet Navigation & E-mail

PERSONAL DETAILS


•      Nationality - Filipino


•      Marital Status - Married
•      Visa Status – Tourist/Visit
PROFESSIONAL REFERENCES


Available upon request.

