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Maricris 
Executive Secretary | Office Administrator | Human Resource
Dubai, UAE | +971 505891826| maricris.378594@2freemail.com 
Visa Status: Freezone Visa
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Executive Summary 






   Performance Milestones
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A diligent, hard-working and dedicated professional offering 11+ years’ extensive experience and comprehensive understanding of executive functions, secretarial duties, business supervision and office management.  Demonstrated expertise in managing entire administrative activities encompassing travel arrangements, maintenance of entire machines/electronic gadgets installed in office, correspondence, filing, issue of office orders etc. Proven expertise in relationship management coupled with expertise in handling confidential information to top management. A team player with the ability to give consistently good output. Well organized individual with initiative, versatility, adaptability & readiness to tackle new responsibilities. 
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Professional Experience 



  
 
[image: image6.emf] 

Since 2014
Terramar ME FZCO 

Jebel Ali Free Zone
Executive Assistant

· Arranging minutes of meetings and reports.

· Arrange travel and hotel bookings, including preparation of travel itineraries and visa applications. 

· Screen incoming emails and telephone calls, re-direct correspondence to the appropriate people to obtain additional information where necessary. 

· Takes and transcribe dictation, type internal correspondences, memos, reports with inputs from the respective team members, and compose and prepare confidential correspondence, reports and other complex documents.

· Record and relay accurate timely messages from clients on telephone, email and hand given and provide adequate information where needed to ensure proper communication between the teams.

· Complete numerous and diverse range of tasks such as approvals on invoices etc in order to ensure timely submission for payment.

· Tabulate and retrieve all official expenses on a regular basis through submission to the finance on time.
· Maintaining Credit Card, Petty Cash, Replenishment & Reimbursement.
· Implement accurate database and filing system to maintain records of all departmental correspondence, documents & reports.

· To assist the Section head in all administrative and organizational matters in an efficient and effective manner in order to support the achievement of departmental objectives.

· Preparation of monthly and weekly reports to the head office in Germany.

PRO & HR Support

· Maintain data including contact details, emergency contact details, file and database management for the staff such as Passport copy, Visa copy, Licenses, Emirates ID copy, Attendance records, Holiday records and Leave applications.
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Process and renew Visa, Work employment contracts, Insurances, Lease agreement, Trade license, Establishment card, Car registration, P.O. Box, Dubai Trade subscription, Etisalat yearly registration and Dubai chamber membership renewal. 
· Submit documents at administrative and legal institutions such as JAFZA Head Quarters.

· Liaises with Dubai Chamber of Commerce and Industry for Certificate of Origin for invoices for shipment. 

· Build strong networks and relationships, internally and externally, demonstrate outstanding communication skills and ability to effectively position tone and structure communications

Sales Support
· Registration and booking of Purchase Invoices.
· Track Shipment from Ex-Works to Customers Warehouse.
· Updating Pricelist Folders for CAR and TRUCK.
· Creating and updating Stocklist.

· Pulling out Customer Budget Control, Customer Purchase Statistics, Incoming Order list, Vendor Sales Statistics using our Citrix/NX system. 
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Personal Assistant to Managing Director


   2009-2014
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Al Basel Group
Dubai, UAE
· Manage Calendar Schedules
· Setting up meetings, appointment and conferences
· Arranging travel reservation and hotel bookings 
· Monitor and access all mails of Managing Director to screen and response if necessary
· Responsible to file and keep all confidential documents, agreement, memorandum, minutes of meeting.
· Screen local and international calls.
· Assist the Head of Operations in handling operation activities.
· Responsible to prepare weekly report of the cost & sales.
· Responsible to answer and report complaints from international agents or any local market concerns.
· Preparation of expense report and data entry of office expense reports
· Receiving incoming documents for approval and/or for signatures
[image: image10.png]Are.\bl‘\nlmk

Tours



Reservation Assistant 




  2006-2009
Arabianlink Tours
Sharjah, UAE
· Assisting agents/ clients with their booking inquiries (checking availabilities in their requested hotels or in any other hotels) and preparing invoices for the confirmed bookings. Mainly dealing with CIS and Chinese markets.

· Assist the Reservations Manager in the supervision of all activities concerning Reservation.

· Responsible for training Reservation Agents in their daily tasks and all aspects of Reservations operations to ensure a consistent high quality of work.

· Review and check reservations entered 1 day / 3 days prior to arrival.

· Responsible for taking room reservation through phone, email, fax.

· Maintains communication to clients/agents through efficient and prompt email reply in relation to reservation inquiry and confirmation.

· Facilitates entry Visa for guests.
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Education 
· Business in Management major in Marketing
June 2002- April 2006- Cavite State University
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Certifications | Trainings
TRAINING:

· Emergency First Aid Course, Health & Safety Solutions LLC
· Businessbay-  March 2017

· Industrial Operation & Safety Regulation, Trakhees Accredidation Program
· Jebel Ali Free Zone- March 2015

· Galileo

· Al Barsha- December 2010

Personal Information         

Nationality: Filipino
Marital Status: Single
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Applauded for making continuous efforts to improve operations, decrease turnaround time, streamline work processes & ensure quality customer service.


Rendered pro-active secretarial assistance to senior officers to facilitate their job performances. 


Envisioned and implemented many new ideas of administrative procedure for saving time.





Main Skills





Administration/Executive Management


�





Secretarial Activities


�





Client Relationship


�





Data Entry


�





Front Desk / Call Center


�





Receptionists 


�





Microsoft Office / Outlook / Pegasus


�





Navision, Citrix/NX System 


�








Core Competencies


Client Support 


Office Management 	      


Facilities Management


Travel/Transportation Arrangements


Correspondence/Filing


Documentation


Administrative Operations


Confidential Services


Business Ethics


Liaison/Cross Functional Coordination


Problem Solving


Microsoft Office Applications


Logical Thinking


Organization & Attention to Details








Soft Skills


Professional Demeanour


Great Written and Verbal Communication Skills


Fast Learner


Adaptability & Flexibility


Decision Making


Team Player


Analytical skills


Time Management 


Integrity and Trust














