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LORELEI 

AL RIGGA, DEIRA DUBAI

lorelei.383266@2freemail.com                                                                                                                             

                                                                                                                                                                                                                      OBJECTIVE
I aim to contribute the knowledge that I gained from my previous working experiences and become an asset of the company I will be working for.
WORK EXPERIENCE
Admin Secretary / Receptionist

PRESENT – August 9, 2015
Head Quarter Facilities Supply L.L.C – Interior Fit Outs (Turn-Key Project Solutions)
Port Saeed, Airport Road Deira- Dubai United Arab Emirates

Tasks Admin. Secretary
· Performs secretarial duties, data entry, receives and screens office calls and correspondence, responds to routine telephone inquiries; forwards calls to appropriate party. 
· Processed Staff Insurance ( Renewal, New application)
· Receives data stamps and distributes incoming mail. Distributes purchase requisition in numerical order to appropriate office staff. 
· Stamps all Accounts Payable checks, matches with remittance stubs, and prepares for mailing in a timely manner. 
· Doing the Wire Transfer for the Foreign Supplier Payment against the Purchased Order.
· Prepares payment of claims report data. 
· Accurately maintains a variety of logs and files. 
· Monitors departmental materials and supplies and orders as needed. 
· Preparing Supplier Cheque as directed by staff accountant. 
· Prepares archive management report for Supervisor review. 
· Performs other duties as assigned. 
· Preparing Purchase Order to send to the Local & Foreign Suppliers
· Dealing with the Local & Foreign Suppliers for the Purchased Orders.
· Making meeting schedules, Preparing the Meeting Agenda & Minutes of Meeting
· Handling the Logistics Requirements of our company.  From A-Z procedures.
· Doing the renewal for all the Company Vehicles via RTA Online Portal.
· Renewal of the Trade License of our Company 
· Airline Booking – Itinerary  for the Directors ; Office Staffs & Labors including the Hotel accommodation for the Business Trip ; Annual Leave 
Task Receptionist

· Greet and welcome guests as soon as they arrive at the office

· Direct visitors to the appropriate person and office

· Answer, screen and forward incoming phone calls

· Provide basic and accurate information in-person and via phone/email

· Receive, sort and distribute daily mail/deliveries

· Order front office supplies and keep inventory of stock

· Update calendars and schedule meetings

· Arrange travel and accommodations, and prepare vouchers
Tele Marketer Sales Executive for Logistics Company

March 14, 2015 – June  14, 2015

Heavy Load Freight Services

DIP 1 , Jebel Ali, Dubai United Arab Emirates

Tasks:

· Making and Receiving Calls from the Potential Clients

· Promoting the Company Services

· Sending Emails and Quotation regarding the Offered Services

· Assisting the MD of the company to have an appointment for the potential Clients
Admin Assistant

April 6, 2013 – March 10, 2015
Aziza Communications and the Media Network

Dubai, United Arab Emirates

Tasks:

· Filing office documents, answering phone calls, filing and scanning magazines for coverage reports and liaising with publications for the company’s monthly print subscriptions
· Working alongside the PR Assistant for clientele’s monthly and yearly coverage reports

· Assisting the Managing Director in daily office tasks

Security Coordinator
October 6, 2011 - 2013

Hawk Security Services LLC / Marriott Harbour Hotel & Suites
Dubai, United Arab Emirates

Tasks:

· Taking on the role as Admin Assistant in the Security Department
· Responsibilities entail paper works in the office such as filling, writing the daily and monthly reports, photocopying, sending fax, answering and taking telephone calls, assisting the Department Manager & Supervisor with all the reports that they need
Administrative Assistant

August 7 – August 30, 2011

Al Qadar Technical Services

Naïf Deira Dubai

Tasks:

· Responsibilities includes making and sending price quotations of the cameras to the company clients, answering and making telephone calls, filling all the daily and monthly reports, sending fax, arranging inventory of the stocks items daily and monthly
· Assisting the Office Manager for all the reports needed
Nursery Teacher

July 23 – August 5, 2011

The Primary Nursery School

Deira, Dubai

Tasks:

· Taught basic lessons for a class of 20 children
· Creating lessons plans according to the syllabus
Private tutor 

June 2009 – 2011 
Emirati Family

Al Bateen Abu Dhabi, UAE
Tasks:
· Tutored a child with ADHD for 3 years
· Assisted him with his educational needs and personal matters
Private Tutor

May 2005 – Dec 2008 
Saudi Family,

Riyadh, Kingdom of Saudi Arabia

Tasks:
· Tutored a child with ADHD for 3 years
· Assisted him with his educational needs and personal matters
EDUCATIONAL BACKGROUND
Santa Isabel College

Bachelor of Arts – Major in English
Graduated in October 1994 

PERSONAL INFORMATION
Date of Birth: 01 August
Birthplace: Manila, Philippines

Civil Status: Single
Sex: Female
Religion: Christian
Skills:  Computer Literate, Typing, Cooking, Driving (Manila)
