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Sherby
E-mail: sherby.380283@2freemail.com 
An accomplished Secretary looking to further my career, I am efficient and consistently organized over my time in an organization.

SKILLS

· Administrative
· Reporting
· Scheduling
· Microsoft Office (Excel, PowerPoint, Word)
· Manage Data
· Confidentiality
· Communication
· Preparing Invoices
· Customer Service
CAREER EXPERIENCE

Admin cum Receptionist –  Brookfield Multiplex Construction LLC (Dubai UAE)

March 2014 to July 2017

· Collected and disbursed funds from cash accounts, and kept records of petty cash collections and disbursements
· Maintained general administration documents such as transfer note, annual leave time sheets, schedules and event calendars
· Prepared and distributed papers and documents for meetings and book meeting schedule.
· Maintained office supplies inventory by checking stocks to determine inventory level
· Placed and expedited orders for supplies, verified receipt of supplies
· Composed and distributed meeting notes and routine correspondence
· Arranged conferences, meetings, and travel reservations for office personnel
· Prepared ADHOC reports for the Senior Management
EXECUTIVE SECRETARY- Staff House (Philippines)

April 2010 to July 2013

· Maintains department schedule by maintaining calendars for department personnel; arranging meetings, conferences, teleconferences, and travel.

· Managed diaries and making appointments.

· Prepared and distributing papers and documents for meetings as well as taking minutes.

· Maintains customer confidence and protects operations by keeping information confidential.

· Prepared reports by collecting information.

· Sustained office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Kept equipment operational by following manufacturer instructions and established procedures.

· Secures information by completing database backups.

· Provided historical reference by utilizing filing and retrieval systems.

· Preserved technical knowledge by attending educational workshops; reading secretarial publications.

· Collected and disburse funds from cash accounts, and keep records of collections and disbursements.

· Provided services to customers, such as order placement and account information.

ASSISTANT SECRETARY cum CUSTOMER SERVICE AGENT – Noni Station (Philippines) April 2005 to January 2010

· Answers incoming calls in a professional manner

· Processed orders, forms, applications and requests

· Prepared monthly sales report for the General Manager

· Performed customer verification and manages accounts

· Handled inquiries and resolve complaints

· Keeps track of customer’s transaction, inquiries and details of action taken

· Communicate and coordinate with internal Department

PERSONAL ASSISTANT cum SECRETARY – One Stop Shop (Philippines)

January 2002 to January 2004

· Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals Meet and greet visitors at all levels of seniority.

· Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons according to their needs Deals with incoming email, faxes and post, often corresponding on behalf of the Manager.

· Organizes and attended meetings and ensures the manager is well prepared for meetings.

SERVICE CREW – McDonalds’s (Philippines)

May 1995 to May 1996

EDUCATION

Computer Secretarial
- New Era University 1995

VISA STATUS

Tourist Visa

