[image: image1.emf]
FRANCIA
FRANCIA.121463@2freemail.com  


	OBJECTIVE


	In quest of responsible and challenging position in any field were diversified experience and proven abilities may be fully utilized while contributing and enhancing my interpersonal skills.



	SUMMARY OF QUALIFICATIONS
	1. Over 8 years experience in administration and human resources.

2. Well versed in human relation, excellent knowledge of office management and office organizational systems, adequate knowledge in accounting and logistics. 

3. Dynamic, highly efficient, effective, autonomous, well organized, results oriented, dedicated excellent communication and interpersonal skills and flexible enough to cover multiple tasks and can work with minimal supervision.

4. Excellent in MS Office Applications (Word, Excel, Outlook, PowerPoint).

	WORK EXPERIENCE



	Feb  2009 to May  2010


	Secretary

Architectural Consulting Group L.L.C., Abu Dhabi, United Arab Emirates - A company registered as consultant for providing the service of architects, engineers, planners and interior designers. 
1. Manage busy switchboards, screening & directing incoming calls, take messages, handle enquiries and requests.
2. Greet visitors and direct them to the appropriate persons.
3. Responsible for handling all incoming correspondences, including faxes and emails & letters.
4. Draft letters, memos, reports, presentations, typing meeting agenda and documents.

5. Maintains systematic filing, maintains calendar, coordinates meetings, scheduling meetings and appointments, organize travel arrangement and hotel booking.
6. Provides executive and administrative support at all levels and secretarial services in accordance with standards of corporate guidelines, policies and procedures.
7. Handle confidential matters with trust and confidence, develops better relationship with the co-employees and maintains good communication flow internally & externally.
8. Perform other duties as maybe required.



	Feb 2006 to Feb 2009


	Executive Secretary

Alkhalij Enterprises L.L.C., Dubai, United Arab Emirates- (founded in 1970) - general trading company dealing with industrial supplies such as industrial lubricants, filters, bearings and spare parts, welding equipments and consumables, safety products, hoses, v-belts, material handling equipments and lubrication equipments.

1. Manage busy switchboards, handling and screening incoming calls in a very pleasant manner, greet and assist visitors.

2. Provides administrative & secretarial supports at all levels
3. Coordinates and schedules conferences, appointments and meetings for Managing Director,
        Director and General Manager.

4. Manage & maintain executive’s schedules, maintains calendar, organize travel arrangement, business itineraries, conferences & social functions for executives, and visa arrangement.

5. Monitor employee’s attendance, maintains employee’s records and keep it up to date. 
6. Maintains systematic filing, draft letters, memos, correspondence and reports, attend meetings and take minutes.
7. Handle incoming documents including faxes and email, open, sort and distribute incoming correspondence.
8. Maintain adequate stocks of stationeries and pantry supplies, serving refreshments and reporting about non-functioning office equipment.
9. Handle logistics (Import) - closely follow up shipments with the shipping agencies its estimated date of arrival, delivery order, process bill of entry through e-clearance (Mirsal 1 & 2 ) with customs, coordinates with the clearing officers for the clearance of shipments and goods, and prepares goods receipt note.
10. Supervise other office workers and delegate work to them.
11. Develops better relationship with the co-employees and maintains good communication flow internally & externally. 
12. Handle confidential matters with trust and confidence. Perform other duties as may be directed by the  General Manager.

	July  2003 to Jan 2006


	Executive Assistant

GM Venture Inc.,3F Prosperity West Center ,92A West Avenue, Quezon City, Philippines - licensed recruitment agency that supplies and deploys Filipino Professionals and skilled workers to countries such as Saudi Arabia, Bahrain, Dubai, Oman, Qatar, Singapore, Malaysia, Indonesia, Africa, Algeria, Sudan, Bangladesh, UK and USA. 
1. In-charge in attending manpower request from Middle East countries, monitors manpower requirements and supplies, administer the sourcing and selection of pre- qualified candidates, monitoring the implementation of recruitment and selection procedures and other staffing matters.

2. Greet and assist visitors and maintains good business relation with foreign employers.

3. Accompanied General Manager on business travel domestic and abroad.

4. Answer, screen and direct telephone calls, take messages and handle enquiries and requests.

5. Maintains appointment calendar, scheduling appointments, meetings, attend meetings and take minutes, represent the company, manage travel arrangement, hotel bookings and organize social gathering.

6. Draft letters, memos, reports, advertisement, typing meeting agenda and documents, handles emails, faxes, reviews all correspondence and prepares responses to correspondence containing routine enquiries. 

7. Duplicate files and maintain systematic filing to ensure the accuracy and timely availability of
        records.
8. Handles complaints of applicants and makes necessary action and refers to the GM whenever it involves major decision.

9. Develop better relationship with the co-employees and maintains good communication flow internally & externally.

10. Handles confidential matter with trust and confidence, performs other duties as may be directed by the General Manager.


	Jul  2002 to Jul 2003


	Executive Secretary

WW Overseas Manpower Services, Padre Faura Street, Manila, Philippines - Licensed recruitment agency that supplies and deploys Filipino Professionals and Skilled workers to overseas countries such as Malaysia, Bahrain, Kuwait, Qatar, and Saudi Arabia.
1. Answer, screen and direct telephone calls, take messages and handle enquiries and requests.

2. Greet and assist visitors and maintains good business relation with foreign employers.

3. Maintains appointment calendar, scheduling appointments, meetings, attend meetings and take minutes, represent the company, manage travel arrangement, hotel bookings and organize social gathering.

4. Draft letters, memos, reports, typing meeting agenda and documents, handles emails, faxes, reviews all correspondence and prepares responses to correspondence containing routine enquiries. 

5. Administer the sourcing, and selection of pre- qualified candidates, arrange interview schedule with the employer for final selection and further approval.

6. Liaise with POEA, DFA, Ombudsman in Malacanang Palace, and Office of Muslim Affairs.

7. Do the accounting works  such handling the petty cash and bookkeeping, prepares accurate report and data needed for financial and income statement, and submit all books of account to the chief accountant. 

8. Maintains good communication flow internally & externally.

9. Handles confidential matters with trust and confidence.

10. Perform other duties as may be assigned by the General Manager.

Assistant Operations Manager

MediSense Laboratory Center, Padre Faura Street, Manila, Philippines- Duly accredited by DOH through the POEA and MARINA,TESDA and PRC. MediSense Laboratory Clinic provides complete Medical Examination inclusive of X-ray, Clinical Laboratory, ECG and other facilities in conducting pre-employment medical examination of applicants for overseas. 

1. Monitors day-to-day workflow operation, organizing daily activities, formulate plans and implement 
        policy.

2. Promotes marketing strategy, conduct after sales service to clients to ensure customer satisfaction 

        and maintains good relationship with the clients.

3. In charged in purchasing medical and office supplies and equipments and maintains adequate

        stocks. 

4. Attends telephone calls, handles customers and suppliers queries in an efficient and professional
        manner.

5. Develops good relationship with the co-employees, responsible in pre-auditing of all the records
        and performs other responsibilities as may be directed by the Operations Manager / General
        Manager.

Accounting

1. Handles receivables and payables accounts.

2.   Review of customers and suppliers outstanding statements to ensure that payments are paid and
        received as per the agreed credit terms in a timely manner. 

3.   Prepares daily sales report and daily cash reports, deposit cash and check payments to the bank,

        handling petty cash and bookkeeping.

4.   Maintain 201 files of the employees, maintains staff’s time sheets and prepares payroll.

5.   Prepares accurate report and data needed for financial and income statement and submit all books of 
       account to the chief accountant.


MAJOR ACADEMIC ACHIEVEMENTS

· 2001 – CS (Thesis Writing) undefended thesis material entitled “A PROPOSED COMPUTERIZED SYSTEM OF INTERNET SCHEDULE OF UNEP”, Iriga City. The Study focused on the transaction of Internet scheduling of students of UNEP, Iriga City.

· Academic Scholarship – University of Northeastern Philippines – 1997

· Academic Scholarship – University of Northeastern Philippines – 2000
EDUCATIONAL BACKGRAOUND

COLLEGE


Bachelor of Science in Commerce – Major in Management




University of Northeastern Philippines, Riga City, Philippines

Date Graduated:


November 1997 – March 2001
SECONDARY


Masoli High School (Valedictorian)





Masoli, Bato Camarines Sur
Date Graduated


June 1993 – March 1997

ELEMENTARY


Masoli Elementary School (Valedictorian)

Masoli, Bato Camarines Sur
Date Graduated:


June 1987 – March 1993

PERSONAL DATA

Date of Birth

:
September 21, 1980

Age


:
30
Civil Status

:
Married

Height


:
5’3”

Weight


:
120 lbs.

Occupation

:
Farmer

Character references are available upon request. 
