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Latest Position Achieved:
Personal Assistant cum Office Manager

OBJECTIVES:

Work in an organization where I can seek self-growth with full determination, hardworking and honesty. To utilize international exposure within an innovative organization with prides itself in its high standard and encourages both company and employee growth.

PROFFESSIONAL EXPERIENCE HISTORY
November 15, 2013 – till present
Owner / Manager

Boutique

Nueva Vizcaya Philippines
As Owner / Manager:

· Personally managing my own business from purchasing, accounting, selling, banking and inventory processing.
November 2011 – till present

Independent Distributor
Royale Business Club

Bayombong, Nueva Vizcaya Philippines

As Independent Distributor

· Purchasing, Selling and Marketing

June 1, 2006 – June 20, 2012
Personal Assistant to the Managing Director cum Office Manager

(Promoted)

AMT – Dubai 

Bur Dubai, Dubai – UAE 
Jan. 1, 2003 – May 30, 2006
Help Desk Clerk cum Secretary cum Receptionist
AMT - Dubai 
Bur Dubai, Dubai – UAE

Achievements:

June 1, 2006 promoted as a Personal Assistant to the Managing Director cum Office Manager to the same company.
Duties & Responsibilities
As Office Manager:
· Handles the daily routine of the office.
· Handling administrative works from A – Z (receiving, sending and dispatching faxes, emails, and courier / post mails).

· In charged in all HR concerns such as new staff hiring, staff orientation, issuing staff appointment letter as per applicant and MD agreement, application & transfer visa arrangement (in coordination with the PRO), scheduling staff vacation, keeping and releasing original passport, labour contract and labour cards and keeping track of passport & contract expirations. 
· Prepares office equipment, stationery, and air ticket Local Purchase Orders. 
· Arranging principal’s requirements during local events anytime and as per request.

· Assisting all the needs of staff from time to time in various tasks and when required.

· Co-ordination / Assistance with other Senior Management and other staff and Department.

· Coordinating and following on the sales staff daily activities.

· Preparing daily & monthly staff attendance for payroll preparation.

· Maintains and updates filing procedure to ensure proper filing for important and confidential files.

· In charge for daily collections, deposits, pending transactions and other documentations related to the accounts & full coordination with the Accounts In charge.

· Full knowledge of photocopying, faxing, browsing Internet, and email operation.

· Fully proficient with the operation of all service equipment.

· Supervising the maintenance of the lobby lounge, staff area, pantries and internal meeting rooms.
As Personal Assistant:
· Receiving and screening telephone calls & messages for the Managing Director.

· Reporting and working directly to the Managing Director (arranging daily appointments, visits and handles confidential personal concerns).
· Keeping track of confidential records from the file of the Managing Director.

· Handling hotel accommodation, visa arrangement, business travel trips of the Managing Director and staff training in and out of the country.
· Attending meeting with the Managing Director and taking notes for the minutes of the meeting
July 1999 – Sept. 2001

Telephone Operator cum Receptionist

Dulf Hotel

Deira, Dubai, U.A.E.

Duties & Responsibilities:

· Receives and screens telephone calls in a polite manner.

· Takes and transfers message to the appropriate person.

· Makes telephone bills in each calls made by the guest and summary reports for the accounts records.

· Responsible for the wakeup calls requested by the guest.

· Assisting fellow Receptionist for the check in/Check out on daily basis and during busy time.

· Does passport and ID photocopies for each guest for security reasons.

· Makes summary report in house gust for police records. 

· Keeps original guest passports or identifications cards for security reason.
May 1999-December 1999

Sales Executive

Ever Appliance Center

Nueva Vizcaya, Philippines

Duties & Responsibilities:

· Meets direct customer introduces the products and motivate to buy the products.

· Reporting to the Sales Manager after the sales visit for his follow up.

· Maintaining the good reputation with the customers trying to meet their requirements on time.
· Collecting payments on scheduled time.

· Attending CARAVAN sale for better sales strategy in different places.
· Preparing business plan and new sales marketing strategy.
· Conducting feasibility study for the innovative product.

January 1998-July 1999

Counter Sales Secretary

R.O. Farms

Nueva Vizcaya, Philippines

Duties & Responsibilities:

· Always been at the station for the attendance of each staffs and customers coming in and out.

· Receiving payment on manual basis using the manual cash register.

· In charge in all in and out correspondence and does order taking from different customers.

· Given priority to old customers fulfilling their needs to maintain the good reputation

· Encoding daily sales and handling petty cash.

· In charge daily attendance of staffs.

· In charge on the monthly and weekly payroll.

· Distributing the staff salary (manually)
· Handling the monthly Inventory

OTHER SKILLS:

· Computer literate, Ms Word, Excel and Ms Office, Internet browsing etc.

HIGHEST EDUCATIONAL ATTAINMENT:

· Bachelor of Science in Business Administration majoring in Marketing – 1997-1998
La Salette University, Santiago City, Philippines
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