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 Ceniza 
E-mail: ceniza.71025@2freemail.com 
CAREER OBJECTIVE

To apply the position of Executive Secretary or related position, offering an extensive experience in areas of office administration and customer relations. 
CAREER SUMMARY
Remarkably talented and resourceful Executive Secretary with more than 10 years experience in U.A.E. assisting administrators and executives involved in the development, implementation, and executive management of programs and policies for the company.
EDUCATIONAL QUALIFICATION

Graduate: Bachelor of Science in Commerce
ILIGAN CAPITOL COLLEGE, 

ILIGAN CITY - PHILIPPINES
(Year Graduated: 1986)  




COMPUTER SKILLS
Proficient in MS Office 2003 Professional (Word, Access, Excel, Power point & Outlook, Vista & Internet).  

CAREER PROFILE 
From March 2001 till present date 
Name of Organization
: EUROIMMUN for Medical Laboratory Diagnostics LLC 



  (Subsidiary Office of EUROIMMUN AG – Germany, Distributor of 

                                           Medical Laboratory Diagnostics in UAE and Middle East Countries)                       


    

Position


: Executive Secretary / Office Administrator
Duties & Responsibilities:

· Diary management & travel arrangements of the Managing Director
· Collaborate with various levels of management to gather information pertaining to key issues. 
· Arranging  Medical Exhibitions reservation such as Arab Health & Arab Lab
· Provide support to guests for their flight & hotel reservations  
· Communicate with external contractors to properly handle direction of business relations and distribution of company literature, product catalogue, flyers & brochures.
· Assists in maintaining staff records (visas, contracts, vacation leave, etc.) 

· Maintain company licenses such trade license, chamber of commerce membership, Ministry of Health membership, Department of Health & Medical Services membership, etc. 

· Office administration in the absence of  the General Manager
· Prepare the necessary documents for bank presentation against LC shipments. 

· Follow up customers’ shipments abroad and assist them to overcome in case of irregularities or problems they may encounter while clearing their shipments at their respective countries.
· Follow up Ministry of Health Import Permit against inbound shipments

· Follow up quotations & tender offers to both Government & private sector (local & abroad)
· Preparing business letters (Self correspondence)

· Routine secretarial duties  & provide administrative support & to headquarters

From September 1994 to February 2001
Name of Organization
:  
Pharma Service Co. 
Karama 

Dubai, U.A.E.
Position


:  Secretary /Administrative Coordinator

Duties & Responsibilities

· Coordinates between the Managing Director and Division Managers.

· Organizing appointments for the Managing Director 
· Management Representative for Quality  (MRQ)  ISO 9002  

· Prepare all necessary documents for obtaining business visa(s) for our Managers
· Assisting the PRO in preparing the visa applications for visitors, and new staff.
· Maintaining personnel & other company files.
· Provide administrative support to technical staff for after sales service  

· Logistics – order from customers & follow up with the suppliers

· Preparing price quotations/tender offers for both public & private sector clients.

· Prepare quotation & tender offers to customers

· Other secretarial duties, like handling of inquiries, screening calls, typing, filing.
PERSONAL DATA

Nationality

: Filipino

Religion


: Roman Catholic (Christian)

MARITAL STATUS
: married 

Date of birth

: February 7, 1965
VISA STATUS

: Husband Sponsorship 

Languages known
: English and Tagalog (Fluent written & Spoken)
DRIVING LICENSE
: UAE Driving License  

CERTIFICATES 

: Available upon request  

