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To get contact details of this candidate Pay Online
Copy & Paste this link in your web browser.
https://www.2checkout.com/checkout/purchase?sid=136427&quantity=1&product_id=323 

Or Call +97150-5905010 / +97150-4753686

SUMMARY OF QUALIFICATION: 
To obtain a challenging position that will utilize my knowledge, skills, energy and optimistic attitude in a result – oriented rewards driven career to impact performance for the company with the help of my strong dedication and a high degree of enthusiasm. 

CAREER OBJECTIVES: 
To be able to work in a challenging, competitive and rewarding environment where I can maximize and improve my technical competencies, skill, education, and experience in the field of tourism and to contribute to the success of the organization. 

SKILLS/CORE COMPETENCIES: 
· I am computer literate; I can use Microsoft office like MS Word, Excel, PowerPoint, MS Outlook and Microsoft Vista, Adroit computer‐related skills. 

· Good interpersonal and communication skills 

· Policy adherence and awareness 

· Can maintain harmonious working relationship with the team 

WORK EXPERIENCE:
Reputed Company  (Hyundai & KIA) - March 2014- Present –Dubai, UAE 
Receptionist cum Secretary 
· Meets & greets showroom guest 

· Order stationery and office supplies 

· Answer all incoming calls and general counter enquiries 

· To implement and maintain office system 

· To prepare and manage correspondence, reports and documents 

· To type confidential documents on a work processing system 

· To implement and maintain office systems 

· To maintain schedules and calendars 

· To handle incoming /outgoing calls and emails 

· To maintain an adequate inventory of office supplies 

· To answer inquiries and provide information 

· To ensure Medical, Emirates ID, Occupational Health Cards of the staffs are also updated 

· To ensure all Passport and Labour Cards are updated 

· To ensure the PH’s, absence and Sick Leave are all in accordance to Company Policy 

· Organizing all General Administrative work e.g., Certificates (employment, salary, NOC, etc.) and organizing Staffs Annual Leave 

· To organize and coordinate to the newly hired applicants. 

FIREWIRE MARKETING CONSULTANCY – April ‐ November 2013 – Makati, Philippines 
Admin Assistant cum Archive Clerk 
· Assist in the completion of exemption forms and retrieval and research of recorded documents. 

· Makes and confirmed appointments as directed receive and schedules clients. 

· Organize and maintain files of records and correspondence of both a routine and confidential nature. 

· Receives a variety documents, computer entry, document filling, and post changes to permanent records books balancing the resulting figures against print‐outs. 

· Type’s bills of copies, maintain ledgers of accounting fees. 

· Utilize a computer to maintain a variety records, enters and update data including names & address changes, property location, exemption information and others. 

· Receives and sort emails from the company email and redirect them to the concerned individual 

· Record all the market awards, handled telephone enquiries, assists business permit and general administrative work 

QUEZON CITY HALL, GOVERNMENT OFFICE – April – May 2012 – PUBLIC EMPLOYMENT SERVICE OFFICE- OFFICE CLERK 
· Special program for employment of students 

· Encoding reports 

· Receiving personal information sheet and general administrative work 

EDUCATIONAL BACKGROUND: 
TERTIARY 
QUEZON CITY POLYTECHNIC UNIVERSITY 
Bachelor of Science, major in Entrepreneurial Management 
2009 ‐ 2013 
ASIAN INSTITUTE OF HEALTH CARE 
College of Nursing Attendant 
2007 ‐ 2008
PERSONAL INFORMATION
Date of Birth:  November 24, 1989 




Residence Visa 

Place of Birth: Quezon City 





 

Religion: Roman Catholic





Age: 24 years old 

Status: Single 







Sex: Female
	


I hereby certify that the above information is true and correct to the best of my knowledge. 

