MARIA 
Maria.9132@2freemail.com 

Eight years’ experience as an admin secretary in a fast-moving consumer goods company. Providing efficient secretarial and administrative support to senior management. Proven strong interpersonal and communication skills plus the ability to handle multiple tasks efficiently and accurately. Able to work under pressure and successfully deal with competing demands while maintaining complete confidentiality.
Objective
To secure the position of executive assistant in a demanding work environment where my organizational and planning skills are fully utilized
Key Skills

	Office Skills:
	Office Management

Records Management 

Calendaring
	Spreadsheets/Reports
Event Management

Travel Coordination


	Front-Desk Reception

Executive Support




· Good in communication, highly interactive, goal oriented, principled, honest, fast learner and hardworking
· Can work independently even under pressure, able to meet deadlines and flexible
· Software Knowledge: Microsoft Word, Microsoft Excel, Power Point, Internet Application
· Ability to maintain a high level of accuracy confidentiality concerning financial and employee files
Professional Experience

SARA TRIDENT EMIRATES L.L.C – Dubai, UAE
STE is one of the United Arab Emirates’ largest and best established consumer products distributors, having its first fully operational year in 2004. A young, energetic company, STE has quickly become a leading company specializing in health, personal care and household products. STE offers a complete package of services to manufacturers, brand owners and retailers.

Admin Secretary, September 1, 2008 until Present
Function
· Provide receptionist services, greet and assist visitors, answer phones and direct calls and respond to inquires
· Assist and coordinate in the planning and preparation of meetings, interviews, conferences and hotel reservations for the guests.
                                                                             Professional Experience (continued)
· Arrange medical tests, passports, emirates ID applications for all staff – new and old
· Prepares correct documentation to the Ministry of Labor and Immigration for visa applications

· Prepares all documents in processing work permit for newly hired employee until the time new residence visa is ready

· Prepare offer letters, company memo, warning letter, salary certificate and other HR and confidential papers

· Responsible for the visa renewals of the employees

· Responsible for the visa cancellation of resigned employees

· Maintain the employee file updated and extremely confidential

· Maintain scheduling and event calendars of the managers
· May be called upon to assist with special projects and assume responsibility for the development, administration and promotion of specific projects as required.
· Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Conduct searches to find needed information using such sources as the internet

· Prepare and disburse claim from insurance company and keep records and disbursement
· Open, read, route and distribute incoming mail and other material and prepare answers to routine letters
HI-PRECISION DIAGNOSTICS – CEBU, PHILIPPINES
HPD is a duly registered and licensed TERTIARY MEDICAL LABORATORY in the Philippines offers complete laboratory, imaging and dental services. They provide precise and top quality healthcare for customers through advanced technology and unsurpassed service at affordable prices.

Billing & Collection Officer, June 12, 2007 until July 3, 2008
Function
· Locate and notify customers of delinquent accounts by mail, telephone or personal visit to solicit payment

· Receiving payment and posting amount to customer’s account

· Responsible in accurate preparation and timely generation of SOA for distribution to clients every billing cycle
· Keeping records of collection and status of accounts

CEBO DEVELOPMENT CORPORATION – CEBU, PHILIPPINES
Colonnade Supermarket (CEBO DEV.) is a subsidiary of the Alturas Group of Companies - engaged of multiple businesses like aqua and agricultural farming, supermarkets, food chains, food processing and others.
Junior Supervisor (Check-Out Counter), July 28, 2003 until June 8, 2007
Function
· Monitors manpower availability through use of break list and flowchart
· Ensure all facilities in the work area are in good working condition
· Monitoring the quality and availability of products displayed through consistent check of inventory records
· Ensures customer’s need are attended immediately by encouraging selling area personnel to hustle
                                                                             Professional Experience (continued)
· Trained and conduct orientation for newly hired cashiers and baggers
· Implement trainings and seminars for staff for the improvement of good customer service
· Entertain queries of customers
· Submit monthly report and projects for the department every month to the Store Manager

TRAININGS / AFFILIATIONS
· Seminar on Motivation
· Seminar on Planning & Controlling

· Seminar on Communication

· Seminar on Self-Awareness

· Seminar on Leadership & Dynamics

· Seminar on Counseling

· Basic Customers Service Training

· Creating Repeat Customers
Education
University of San Carlos – Cebu, Philippines
Bachelor of Science in Business Administration – March 2003
Personal Information
August 22, 1982 ( 34 yrs. old ( 5’6” ( Catholic ( Single ( Surigao City, Philippines
