Gideon.83033@2freemail.com ____________________
GIDEON
SECRETARY/ PA

OFFICE ADMINISTRATOR

To obtain a position that will enable 
me to use my strong organizational 
skills, educational background, and 
ability to work well with people. ______________________________________________________
_________________________________________________________
PERSONAL  INFORMATION
PLACE OF BIRTH
:
Quezon City, Philippines
HOMETOWN
:
Puerto Princesa City, Palawan
DATE OF BIRTH
:
July 9, 1979 

AGE
:
31
CITIZENSHIP
:
Filipino

CIVIL STATUS
:
Single

VISA STATUS
:
Visit until February 4,2011
________________________________________________________
EDUCATIONAL  ATTAINMENT
BACHELORS DEGREE

: 
BACHELOR OF LAWS 

2004-2007







Palawan State University

Puerto Princesa City,  Palawan







Philippines

BACHELORS DEGREE
:
BACHELOR OF BUSINESS                                   

                              ADMINISTRATION MAJOR IN  

                              MANAGEMENT


1996-2000

Palawan State University

Puerto Princesa City, Palawan







Philippines
________________________________________________________
EMPLOYMENT AND CAREER HISTORY
SENIOR LEGAL SECRETARY/
:   (April 2007- November 2010) 

LEGAL PA

LEGAL SECRETARY/         :   (April 2004- March 2007)

ADMIN. OFFICER
RRG LAW OFFICE 

rrg_law@yahoo.com


PSU Road, Tiniguiban, Puerto Princesa City, Palawan, Philippines

I am tasked to undertake the typing and filing for the general office and senior management, as well as proofreading documents prior to distribution, final printing and signing;
I am jointly responsible with Office Manager and all administrative staff to assist each other at times of heavy workloads, ensuring deadlines are met;

I always ensure that all files/records are kept in accordance with the office’s filing system;
I am also responsible for the courier management of legal documents -outgoing and incoming;
I assist where required in attending internal meetings for minute taking;
I am also responsible for the smooth running of the office, diary management of my immediate superior, schedule of appointments and arranging meetings, travel and hotel accommodations, payment of bills etc.

I also see to it that all incoming communications will be given the most expeditious time to respond with regarding clients concern whether it is a request for appointment or production of documents and the like. 
Upon instruction from the boss, I draft commercial contracts, non-commercial contracts, as well as in and out of court pleadings.

_________________________________________________________CAREER LEVEL

Mid Career level
_________________________________________________________TARGET EMPLOYMENT & JOB LOCATION PREFERENCE

Legal Secretarial and Administration
others

Dubai, UAE


Immediate Notice
_________________________________________________________COMPETENCY
I am immaculately presented, adaptable, resourceful, diplomatic, enthusiastic, teachable have a positive attitude, extremely well organized and have the ability to work with people at various levels. 

I have the ability to work autonomously as well as within a team with minimum supervision with sound judgment in recognizing scope and authority. 
I have Excellent IT skills with superb English written and verbal communication ability with knowledge of modern office methods and facilities and equipment.
_________________________________________________________
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