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CORE COMPETENCIES
· Skilled in handling multiple tasks simultaneously.
· Works well under pressure and able to meet tight deadlines.
· Excellent ability to communicate clearly and carry out instructions tactfully.
· Self-motivated and a team player.
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PERSONAL INFORMATION
· Date of Birth: 23 January 1991
· Nationality:  Filipino
· Civil Status:  Single
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EDUCATION
· BS Nursing and Midwifery
· Bataan Peninsula State University, Philippines

REFERENCE
· Upon Request


Maria 

Bur Dubai, Dubai, UAE
Maria.376756@2freemail.com 
Mobile: Whatsapp +971504753686 / +919979971283
Visa Status: Visit

WORK EXPERIENCE
Volunteer, JA1 Netherlands,
May 2017- December 2017 (Amsterdam, Netherlands)

➢
Keeps daily calendar and schedule appointments.
· Assist in planning and support the ministry by developing program and events. Provides administrative support to the
· youth coordinator.
	
	➢
	Enters weekly contribution into database and makes weekly bank deposit.
	
	

	
	
	
	
	

	
	➢
	Keep records of all purchasing invoice and enter into database.
	
	
	

	
	
	
	
	
	


· Other duties as assigned.
Receptionist/ Exhibition Coordinator, High Resolution Technical Works LLC March 2015 – April 2017 (Dubai, UAE)
· Serves as a front liner of the company who attentively answer, screen and transfer all incoming calls, greets staffs,
· visitor and provide all information about the company.
	
	➢
	Receiving and sorting daily mail/deliveries/couriers.

	
	➢
	Supports office managers on daily operations.


· Organize meetings, travel arrangements, hotel booking and visa application for the staffs and higher management.
	➢
	Prepares quotation, invoices and LPO.
	
	

	
	
	
	


· Monitor and maintain office equipment, control inventory relevant
· to reception area.
	
	➢
	Develop and maintain a filling system.
	

	
	➢
	Daily update on the exhibition or event schedules.
	

	
	➢
	Submitting all the necessary documents for organizers/venues approval.
	

	
	➢
	Coordinate with the technical team to submit the all the orders before
	

	
	
	
	

	
	
	the deadline. Follow ups are made to receive the invoice and submit
	

	
	
	it to accounts.
	
	

	
	
	
	
	

	
	➢
	Apply and renew contractor badges to the venue.
	

	
	➢
	Create online supplier registration account for the company.
	


· Distributes tender to the sales team and assist them on bidding participation.
HR Coordinator/ Secretary, Bumjin Philippines Incorporated, March 2012- January 2015 (Bataan, Philippines)
	
	➢
	Managing and arranging documented files.

	
	➢
	Handle all administrative tasks required by the management.

	
	➢
	Organized external/internal meetings.


· Process, verify and maintain documentation relating to personnel
activities such as staffing, recruiting, training.
Assisting HR manager in performance management procedure. Maintained employee policies and managed HR records. Assist in event planning and implementation. Manage calendar of Managing Director.
· Prepared office correspondence, maintained office supplies inventory, and sorted mail.
