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Personal Data:

Date of Birth  : 27-09-1979

Gender           : Female

Nationality     : Filipino

Status             : Single
Strengths

· Excellent verbal and written communication skills

· Very good team managing skills

· Target oriented

· Ability to analyze

· Quick learner

· Team worker

· Positive attitude
· Dedicated
· Self-motivated
· very good communication
and negotiation skills

· Working under deadlines and pressure 
Languages Known

English, Tagalog
Environmental Interests

· Working with team

· Working under pressure 

· Problems solving

· Work challenges requiring prompt actions 

· Collaboration works

· Roles requiring hard work 

· Working with organizational chart 

Training  
· Computer Programming
Skills
· Computer Software, Hardware, Networking and any office work.
	Career Objective

To work for a company that encourages its personnel to use knowledge and past experiences as well as future training to secure a position with room for growth, where optimum utilization of my skills, expertise and professional capabilities contribute towards the growth of the company.

Qualifications
More than 10 years’ experience in my line of work. Degree in Computer System Design and Programming, Satisfactory in any Administrative job, Efficient in using Microsoft Office programs, with past experience as Operation Assistant to the Operation Manager. Self motivated individual, quality oriented team player, able to work alone and work well with others.

Work Experience :
Operation Assistant
Middle East – DIP2, U.A.E

January 2013 to June 2016
· Coordinate with Operations Manager for incoming/outgoing calls and emails from clients.
· Schedule and arrange meeting for Operations Manager as required.
· Receive and route all correspondence, mails and enquiries to Operations Manager, Project Coordinator, and Sales Supervisors including follow up as required.
· Organize Rope Access technician’s mobilization in each project local or international, includes ticket and hotel bookings.
· Schedule technician for each project according to their availability.
· Provide necessary documents for each employee to mobilize abroad.

· Maintain copies of training certificates site pass and update employees training records and do necessary follow ups.
· Prepare and submits required documents for invoicing to the accounts department. 
· Perform general office administrative and clerical duties.
· Initiate documents for employees increment, leave application etc.
· Booking of tickets and arrange accommodation/transportation.
· Receiving and logging of daily reports, time sheets and attendance.
· Coordinate the flow of information both internally and externally

· Perform other related tasks as required.

Operation Assistant
Emirates Industrial Laboratory – Dubai Drydocks World, U.A.E

January 2012 to December 2012

· Provides administrative support along with clerical tasks that helps the daily business operation.
· Coordinate with Managers to schedule team meetings and to provide follow-ups.
· Arrange chopper bookings for offshore/onshore jobs, hotel arrangement and air tickets bookings.

· Coordinates with the Project Manager/Site coordinator for mobilizing a team.

· Keep an up to date files for technicians’ visa, passport and site pass.
· Prepare and manage correspondence, letters, reports and documents 
· Perform general office administrative and clerical duties.
· Communicate verbally and in writing to answer inquiries and provide information with the clients.

· Maintain schedules and calendars
· Arrange and confirm appointments
· Handle incoming mail and other material
· Set up and maintain filing systems

· Coordinate the flow of information both internally and externally

· Perform other related tasks as required.

Executive Secretary
Pan Arab Multimedia – Dubai, U.A.E
November 2008 to December 2011
· Prepare and manage correspondence, reports and documents.
· maintain schedules and calendars
· arrange and confirm appointments
· handle incoming mail and other material
· set up and maintain filing systems
· communicate verbally and  in writing to answer inquiries and provide information with the suppliers
· coordinate the flow of information both internally and externally
· Handles importation and organize shipping.

· Coordinates with the suppliers written and verbally.

· Perform other related tasks as required.
Receptionist cum Admin

MA Realty – Dubai, U.A.E

February to August 2008
· Handle all phone call inquiries within my capacity and log information on calls that received.

· Route calls to designated personnel and provide back-up materials for callbacks. 
· Do phone surveys/inquiries as needed.

· Compose correspondence/reports for own or manager’s signature as instructed to do so.
· Always update mail and phone directories. 

· Routinely re-order department supplies. 

· Arrange essential mail in priority action. 

· Check deadlines on incoming requests.

· Process replies on my own initiative or from my superior dictation or notes.

· Research, draft or abstract report.

· Follow other instructions from my superior within my capacity. 

Receptionist cum Secretary

Konica Express, Philippines
June 2004 to July 2007
· Greets customers, answer calls and provide necessary information.
· Log information on calls received, and maintains detailed and accurate records.
· File data and perform other routine clerical tasks as assigned and for other departments as needed. 

· Order and maintain relevant office supplies for effectiveness of personal duties. 

· Operate a variety of standard office machines.
· Communicate and liaise verbally and in writing between customers/suppliers/visitors/enquirers and relevant staff, and interpret and respond clearly and effectively to spoken requests over the phone or in person, and to verbal or written instructions. 

· Establish and maintain effective working relationships with co-workers, supervisors and the general public. 

· Perform duties in efficient, professional and courteous manner. 

· Maintain regular consistent and professional attendance, punctuality, personal appearance, and adherence to relevant health & safety procedures. 

· Pursue personal development of skills and knowledge necessary for the effective performance of the role. 
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