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ROSEMAE 

Email Address: rosemae.123928@2freemail.com 

Mobile: Whatsapp +971504753686 / +919979971283 
OBJECTIVE

To work for a company that offers the opportunity to apply my skills and knowledge to further develop my career in administration.
BACKGROUND

I am a team player, with more than 10 years experience in office administration in a range of industry sectors. During this time I have gained considerable experience and knowledge in office practices and procedures aligned to quality management systems and developed sound interpersonal and organizational skills and an excellent reputation for professional confidentiality. My ability to multitask, prioritize and work under pressure has enabled me to complete tasks and consistently meet deadlines with little or no supervision.
WORK EXPERIENCE

Administrative Supervisor / PA to MD and Office Manager
Connaught Compliance Gulf Services formerly CHSS Gulf – Knowledge Village, Dubai, UAE

December 23, 2007 to Present

Responsibilities


Responsible for the day-to-day activities of the Administration Department in compliance with our ISO: 9001 procedures and Personal Assistant to the Office Manager and the Managing Director during his visits to Dubai. Duties include:

· Administration of all visa applications/cancellations and other related transactions with TECOM and maintaining personnel files and contracts for associate consultants and exam invigilators; 
· Management of the consultant’s diary for all courses and consultancy projects delivered by Connaught Compliance Gulf services; 
· Responsible for administering and monitoring scheduled training for NEBOSH, IOSH, IEMA and other health and safety training courses and for the registration of examinations and delegates with NEBOSH (National Examination Board in Occupational Safety and Health); 
· Booking of hotels, venues, flights and equipment for all projects delivered; 
· Preparation of training materials and other related documents for all courses and consultancy projects; 
· Processing of examination papers and practical assessments for accredited courses; 
· Manage the Admin Assistant and ensure the efficiency and accuracy of all duties assigned to him; 
· Organizes travel arrangements and accommodation for the Managing Director; 
· Liaise with clients to finalize arrangements for in-house training and consultancy projects; 
· Updating of client details and relevant information in the database; 
· Manage delegate enquiries, feedback and comments in line with internal quality procedures; 
· Assisting the Accounts Department in raising purchase orders, payment authorization and settlements; 
· Maintain record of incoming and outgoing mail; 
· Manage office supplies; 
· Liaise with building maintenance for any issues;
Administrative Assistant / Receptionist
McARTHUR MURRAY – Gold & Diamond Park Dubai, UAE

December 03, 2006 to December 22, 2007

Responsibilities


· Meeting and greeting the clients; 
· Answer all incoming calls and placing calls to clients; 
· Performs general administrative duties; 
· Assists other administrative staff with overflow work, including word processing, data entry and internet research tasks; 
· Handling flight and hotel bookings; 
· Raising IPO’s (Internal Purchase Order) 
· Monitoring employee’s leave record in the absence of the Office Manager; 
· Dealing with maintenance requirements of the office (repair, delivery, follow-up); 
· Responsible for stationery requirements (office supplies, business cards etc.) and management of the office directory; 
· Collating data from Researchers in preparation for Sales Meetings; 
· Encoding of data for Researchers and processing of expenses for Consultants and Managers; 
· Generate reports for the Office Manager; 
· Performs other duties that may be assigned from time to time;
Administrative Assistant / Receptionist 

POWER PLATE CENTER – Jumeira Beach Road, Jumeira 3 Dubai, UAE

April 17, 2006 to November 30, 2006

Responsibilities


· Answer all incoming calls and placing calls to clients; 
· Meeting, greeting and providing introduction for walk-in clients; 
· Book client appointments;
· Dealing with client enquiries and providing product information; 
· Processing cash and credit payment; 
· Generating and preparing schedule for team of trainers; 
· Managing appointment diary for the Manager; 
· Preparation of reports to the Manager of the center;
Administrative Assistant / Receptionist 

LORENZO ADVERTISING ENTERTAINMENT PRODUCTION 

Dubai Shopping Center Behind City Center, Deira Dubai, UAE

February 18, 2006 to March 21, 2006

Responsibilities


· Secretary to the General Manager; 
· Answer incoming calls and placing calls to clients; 
· Organizing and maintaining files and other important documents; 
· Encoding pertinent data for management reports and drafting press releases; 
· Management of petty cash; 
· Dealing with queries and promotional information about the company
Administrative Assistant

Economics Department 




May 17, 2001 March 31, 2006
Operations Department




July 01, 1999 to April 12, 2000

NATIONAL FOOD AUTHORITY – NCR

U.N. Avenue, Paco, Manila Philippines

Responsibilities


· Secretary to the Regional Economist; 
· Processing of data into monthly reports needed for the Regional Economist and Statistician; 
· Formatting wires, memos, letters and other communications; 
· Preparation and consolidation of monthly reports from district offices into a single report and submit to Central Office; 
· Maintaining effective communication with other districts; 
· Disseminate information to Department Heads; 
· Filing and maintaining files and other important documents; 
· Performs other duties that may be assigned from time to time
Data Controller 

MANILA ELECTRIC COMPANY 

Gen. Aguinaldo Hi-way Bacoor, Cavite, Philippines

February 16, 2001 – May 15, 2001

Responsibilities


· Preparation of reports that are needed by the Supervisor; 
· Preparing reports from information provided by field engineers; 
· Dealing with customer complaints; 
· Maintaining communication with other regional offices;
Data Controller 

STATEFIELDS SCHOOL, INC. 

Molino, Bacoor, Cavite, Philippines

April 13, 2000 – February 15, 2001

Responsibilities


· Producing newsletters and communications for the Principal and Vice-Principal; 
· Preparation of presentations for the Meetings; 
· Development and updating of School manuals; 
· Development of visual presentations for meetings chaired by the Principal and Vice-Principal;
EDUCATIONAL ATTAINMENT

Graduate of Bachelor of Science in COMPUTER MANAGEMENT

University of Perpetual Help – Rizal, March 1999

Pamplona, Las Piñas City Philippines

ACHIEVEMENTS

Civil Service Commission

Career Service Exam (Professional)





March 16, 1999

TRAINING

Office Health and Safety Training / Display Screen Equipment (DSE) Training

Connaught Compliance Gulf Services FZ LLC

SKILLS

· Proficient in Microsoft Word, Excel, Power Point, Internet, E-mail & Outlook

PERSONAL DATA


Date of Birth

:
August 15, 1976


Nationality

:
Filipino


Visa Status

:
Employment Visa (Free Zone)

Languages known
:
English, Tagalog

References available upon request.
