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	Lea   Lea.20769@2freemail.com 
Administration Professional




      

                                                                                            
PROFILE SYNOPSIS

QUALIFICATION 
	Bachelor of Science in Business Administration – Management, Mariano Marcos State University, Philippines


CAREER ACHIEVEMENTS

	· Successfully achieved performance parameters as well as organizational goals and objectives. 

· Consistently demonstrated resourcefulness and initiative in support of top management with flexibility in working well in cross-functional teams even under pressure with good sense of urgency to complete multiple tasks within strict deadlines.

· Performed assigned workload with indefinable enthusiasm, commitment, honesty and dedication with drive towards contributing to continued business growth.
· Recognized as a quick learner and can easily adapt to company processes.


CAREER SNAPSHOT
	Office Administrator / Executive Secretary, Yara Medical Supplies, UAE


	July 2006 – Jun 2012

	Administration Assistant, 4k LLC, UAE

	May 2006 – Jun 2006

	Loan Service Staff / Cashier, BPI Family Bank, Philippines
	Dec 2001 – Aug 2005


AREAS OF EXPERTISE
	Administration 

· Act as point of contact on administration matters; ensure smooth functioning of the department in handling day-to-day transactions.

· Capable to manage daily office work and handle administrative operations including scheduling appointments, organizing events, correspondences, logistics coordination and recordkeeping.

· Manage and keep confidentiality in all correspondences, company documents and reports.  

· Devise comprehensive filing system and handle document control.

· Handle multiple priorities, meet deadlines and follow up critical issues.

· Liaise between management and employees on all administration and personnel matters.

· Coordinate with various groups within organization and provide accurate, efficient and committed office work support in completing daily activities. 
· Confer with other departments to exchange information, coordinate activities and promptly resolve issues. 
· Communicate with clients and all third parties dealing with the company and set up rapport with the same.


	


PROVEN JOB ROLE
	Office Administrator / Executive Secretary, Yara Medical Supplies
· Managed daily admin works whilst handling overall reception coordination which includes screening of all incoming calls, greeting clients, distribution of incoming emails and faxes.
· Organized details of special events, travel arrangements, hotel bookings and conferences.
· Coordinated dental trade shows participated by the company such as Arab Health, FDI, AEDCC, University exhibitions among others.
· Prepared memos, letters and reports. Maintained file records of customers and suppliers. 
· Processed visa applications on line for visiting guests and colleagues.
· Handled AP/AR, reconciliation, bank deposit transactions, disbursements, billings, purchase order, inventory verification and expense control procedures. Also prepared sales invoices, receipts  and quotations.

· Established and maintained HR related employee files reflecting salary increases, deductions, benefits, annual vacation records and weekly attendance while maintaining high level of confidentiality.
· Coordinated with suppliers for purchase orders, shipment, payments and follow ups.

· Liaised with logistic companies for clearance of shipments and timely deliveries.
· Received and checked deliveries in line with purchase orders and invoices. Encoded the same to system.


	Administration Assistant, 4k LLC
· Monitored attendance and absences of employees. Generated weekly and monthly reports thereof. 
· Screened applicants and scheduled job interviews.
· Answered phone calls, note down messages, distributed correspondences via email or fax and handled filling of office documents. 


	Loan Service Staff / Cashier, BPI Family Bank

· Directed release of proceeds, salesman/dealer’s incentives and refunds through Manager’s Cheque. 

· Handled confirmation inquiries conducted by banks regarding issuance of cheques.
· Managed up-to-date record of cheque dealings including yearly inventory for the same.
· Arranged and duly processed Auto and Real Estate loans filed by clients.


COMPUTER SKILLS
	Proficient in MS Office (Word, Excel, PowerPoint), E-mail & Internet applications 


PERSONAL DETAILS
	Nationality
	:
	Filipino

	Date of Birth
	:
	5th September 1972

	Marital Status
	:
	Single

	Visa Status
	:
	Employment Visa

	Languages
	:
	English & Tagalog
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Abu Dhabi, UAE








Gulf experienced professional with more than a decade of rich experience gained within diversified industries. Outstanding track record in office administration, secretarial functions, various HR works, accounts, bookkeeping, logistics, client relations and customer service. Consistently demonstrated in past work experiences competencies in carrying out multiple tasks simultaneously, performing well under pressure, meeting tight deadlines, maintaining strict confidentiality of company records, coordinating with third parties, and surpassing performance parameters. Possess strong communication, analytical, organization, coordination, time management and interpersonal skills.





Strengths


Holds 6+ years work experience in Gulf�
Competence in Office Administration�
�
Team Spirit & Leadership Capabilities�
Performs efficiently under work pressure�
�
Tact to deal with individuals at all levels�
Excellent Communication Skills�
�
Strong Commitment to Service Excellence�
Dynamic, Highly-dedicated, Result-oriented�
�











