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Pamela 
Contact no: +971505657275
Email: manpower-filipino@fimcuae.com 
Address: Deira, Dubai United Arab Emirates

JOB OBJECTIVE

To be a part of a prestigious company and perform a significant role in applying various concepts and skills toward a sustainable growth and development.

Summary of Qualifications:

· Highly personable professional with 8 years of experience in Customer Service (complaint handling and call center operations.
· Experienced Office Administrator in helping the company to operate smoothly on a day to day basis. Well trained in handling correspondence, maintaining records and ensuring communication within the team.
· Excels at organization and has effective communication having the combined customer service experience and administrative work.
· Highly organized and accustomed to work in a very fast paced environment.
PROFESSIONAL EXPERIENCE

Center for Engineering Studies (Dubai) September 2021-  29th February 2024

Department Secretary (Geotechnical Department)

· Monitoring daily emails/inquiries and creating correspondence as needed.
· Reviewing inquiries, project specification and bill of quantities.
· Creating draft proposal to be presented to the department managers and senior engineers.
· Finalizing commercial and technical proposal to be sent to the client.
· Encoding proposal and confirmation to the system/ software
· Reviewing contracts and LPO
· Preparing monthly admin report in reference to the proposal and confirmation summary
· Preparing proposal revision as requested by the client.
· Attends to client demands for any additional requirement.
· Responsible in Portal Tender Submission
Monroe Medical Centre (Dubai)

Admin Assistant/Call Centre Agent

July 2021 to September 2021

· Assisting the Finance Manager in filing and organizing daily collection reports.
· Monitoring of incoming and outgoing inventory of medical supplies.
· Assisting patient in booking their appointment
· Organizing the leads from social media platforms by doing outgoing calls, introducing the aesthetic and dental services.
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Gudluk Trading LLC (Dubai)

Receptionist/ Admin

Feb 2021 to June 2021

-Handling a variety of administrative support task.

- preparing invoices, maintain and manage all database relating to shipment, functions and activities.

Sightline Co. LLC (Dubai) -Advertising

Admin Excecutive

June 2019- February 2021

· Preparing quotations and invoices
· Preparing LPO’s
· Interact with Clients
· Collate purchase orders and purchase requisitions in ordering materials, goods and services.
· Handling a variety of administrative support task.
Greenline Interiors -Dubai

October 2017 to March 2019

Receptionist/ Admin

· Offers support across the organization
· Welcomes visitors by greeting them in person or on the telephone. Answering or referring inquiries, screening & forwarding incoming phone calls.
· Handling a variety of administrative support task, including preparing meeting and training rooms.
· Monitoring and preparing the daily and monthly attendance report
· Sorting and distributing post.
M and S Real Estate (Dubai)

Secretary/ Personal Assistant

January 2016 to September 2017

· Handle and process customer needs and requirements relating to real estate deals.
· Interact with clients, owners, tenants and lessees.
· Prepare draft agreements, leases and other related documents
· Maintain and manage all databases relating the real estate functions and activities.
· Diary management for the Operations Director
Sykes Asia (Philippines)

Phone Supervisor (Escalations Department)

Feb 2009 – Nov 2015

· Taking escalation calls from level 1 agent (US inbound calls)
· Provide quality customer service on every call
· Provide client support and technical issue resolution vie email, phone and other electronic medium.
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EDUCATIONAL BACKGROUND

Bachelor of Science in Nursing ( 3rd Level) 2003

Unciano Colleges Antipolo (Philippines)

Far Eastern University (Philippines)

	PERSONAL DETAILS
	
	

	Age
	:
	39 years old

	Birthday
	:
	July 11, 1984

	Civil Status
	:
	Single
	

	Religion
	:
	Roman Catholic

	Nationality
	:
	Filipino
	

	OTHER SKILL & COMPETENCIES

	Language Skill
	
	:
	English, Tagalog

	Technical Skill
	
	:
	Proficient in MS word, Excel, PowerPoint, & Internet


CHARACTER REFERENCE

Available upon request

I hereby certify that the above information is true and correct to the best of my knowledge.
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