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E-mail :  Helen.8586@2freemail.com 
Education:
2003

Associate in Arts
University of Philippines, Open University, Davao City, Phils.
1987

Superior Secretarial

JIB Center for Career Development

Davao City, Philippines

1986
BS Biology

San Pedro College 
Davao City, Philippines

Computer Skills:
MS Office Applications

Personal Data :

Date of Birth   : March 2, 1966
Nationality       : Filipino
Gender             : Female
Languages Known :
English, Filipino and progressing towards Arabic language the proper way
Visa      : Tourist Visa                     
 
	Profile
· Five (5) years experience in diversified secretarial and administrative functions
· Professionally qualified sales and marketing person with experience in selling, preparation and closing sales relating to the sale of products ranging from real estate, life and non-life insurance, cosmetic products and food supplements
· Total 17 years of work experience in sales/marketing and administration
· Proactive and confident, able to work under pressure, ability to work independently and possess positive mental attitude

· Completed Course I and II “ Learn Arabic Language the Proper Way” ( by Prof. Malik under the auspices of Philippine Embassy / OWWA

· Taking up other Managerial Skills

· Willing to work in the Administration or Sales/Marketing field
· Holder of UAE Driving License 
Professional Interest
           Administrative & HR Support / Sales Support 
Capabilities Includes: 

*   Customer service                       *  Telephone reception
*   MS Office and typing                  *  Problem solving
*   Office equipment operation
Experience Highlights:  

Management and Supervision
· Oversee administration and sales operations, resolved problems, staff disputes and handled customer complain

· Participated in staff recruitment, interview applicants, training and scheduling 
· Supervised a front-desk staff
Administrative Support
· Performed Administrative and secretarial support functions for the Chairman, handles correspondence, coordinated and manage multiple priorities and projects
· Provided secretarial and reception service, scheduled appointments and maintained accurate client files
· Provided telephone support, resolved billing problems.
· Trained and supervised new staff
Customer Service and Reception
· Manage customer relations and provided exemplary service to all customers
Sales and Marketing

· Maintained computerized customers / prospective clients’ data base
· Follow-up and responded to enquiries by post, telephone or personal visit
· Carry out market research, competitor and customer surveys
· Report and Monitor on activities and provided relevant management information
Employment History:  

Administrative Manager
Ace International Real Estate Brokers
Al Rigga Road, Deira, Dubai, UAE

1 May 2008 – 28 June 2009 

Executive Secretary/ Administrative Assistant

Ace International Real Estate Brokers
11 April 2006 – 10 April 2008



	SEMINARS / TRAININGS ATTENDED : 

Accounting for Non-Accountants

(AFNA 1) PICPA

26 September 2008

RERA Training

Certified Real Estate Practitioner Course

Dubai Chamber of Commerce

Aug. 9-10, 2008

Go for National Marketing 

Director Training   

             Lifestyles Asia Pacific Philippines

5-6 March 2005 

Leadership Training                       Lifestyles Asia Pacific Phils.

14 Dec 2003 - August 2005     

8-hours training done monthly

Estate Conservation and Wealth Distribution Course     

Insular Life Assurance Co.

18-20 Jan 1997 

Trainer’s Training                           House of Sara Lee Philippines

16 Sept 1994   

Beauty Enhancement Program         House of Sara Lee Philippines

by Fanny Serrano

28 August  1994 

Unit Management Course                Insular Life Assurance Co.

20-24 June 1994       

Pre-Selling Skills and Comparison Techniques                   

Insular Life Assurance Co.

20-23 Mar 1992

Basic Training Course                   Insular Life Assurance Co. 

4- 6 June 1990 

Professional Motivation and Development Course 

High Dessert Philippines 

27-28 July 1989


	Secretary 
Al Habbai Group

Al Rigga Road, Deira, Dubai, UAE

August 2005 – December 2005
Executive Director (Network Marketing Business)
Lifestyles Asia Pacific Philippines

Unit 104, G/F Greenhills, Metro Manila, Philippines

4 November 2003- August 2005
Freelancer Real Estate Agent

Island Hills Real Estate/Villa de Mercedes 

Davao City, Philippines
December 1999 – July 2005

Handling two (2) companies at the same time:

Underwriter/Unit Manager

Insular Life Assurance Co., Ltd.
Akut-Velez Sts., Cagayan de Oro City, Philippines

Nov. 1990 – Sept. 1999 
Independent Business Manager

House of  Sara Lee, A. Velez St.,

Cagayan de Oro City, Philippines 

Nov. 1993 – Sept. 1997

Manager

High Dessert Philippines
Magallanes St., Davao City, Philippines

Dec 1988 – Aug 1989
Personal Assistant/ Secretary

Espaldon and Associates General Agency

Davao City, Philippines

Jan 1988 – Nov 1988

Secretary to the Principal 
Gusa National High School

Gusa, Cagayan de Oro City,  Philippines

Sept 1987 – Nov 1987  
AWARDS/ACHIEVEMENTS

· 1994 BCE Achiever (Branch Collection Efficiency) 

· 1994 Make-up Artist of the Year

· 1994 Chairman Circle National Awardees (Silver Category)

· 1998 National Prestige Club Awardees

Reference available upon request
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