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CAREER OBJECTIVE:
To be an integral part of a growth-oriented team where my experience and capabilities will enable me to contribute to the company’s objectives.
Summary of Qualifications:

Bachelor’s degree holder with attested scholastic certificates. A seasoned professional with almost 12 years experienced in Office. Computer Literate. Potential and ability to achieve the highest level of customer satisfaction. Knowledgeable in the implementation and administration of a document controls system. Experience in dealing directly with customers and addressing business concerns on a timely basis. Ability to grasp new concepts. Ability to learn quickly, work independently, and prioritize job responsibilities.

WORK EXPERIENCES:

DSV Air & Sea LLC

Administrative Secretary
Dubai, United Arab Emirates

January 2013 – November 2015
· Assist all client inquiries such as details and information in a courteous and efficient manner. Provide day to day sales report of each sale’s executive. Provide all possible assistance to the customers, sales and agents in operational and documentation requirements.
· Follow up update regarding sales team tasks and actions to be taken up by the assigned individual.
· Collect and distribute courier and mail post for passport, labour cards and medical reports. Monitor staff attendance, overtime, annual leave, sick leave, issuing annual ticket and other issues related to employee. Coordinate with the PRO regarding employee issues and concerns. Preparing payment voucher for the medical assistant of the employee and coordinate and follow up accounts regarding the salary of the employee.
· Responsible for ensuring that all filling is kept up to date and client files are compliant with standards. Providing support to sales team as required. Ensuring that all internal and external documentation is produced to the highest standards.
· Organizing, filing and storing paperwork, documents and computer-based information and ensures that all documents are filed in a logical manner, for easy reference, while maintaining confidentiality. 
· Coordinate to the supplier and monitoring company stock for stamps, stationery and pantry supplies.
· Maintains employee confidence and protects operations by keeping human resource information confidential and compile statistical reports concerning personnel-related data such as hires, transfers, performance appraisals, and absenteeism rates.

· Preparing monthly request for stationery and pantry supplies. Performs other duties and special projects that may be assigned from time to time.
Load Operation 

· Preparing price list, rate as per customer request and container request.
· Preparing packing list issuing of delivery orders to clearing agents and walk in clients
· Coordinate thru email with regards to any concern for imports and ensure responsiveness on all types of customer requests.
· Handles general customer inquiries and assistance through prescribed information service. 
Equitable PCI Bank, Philippines
Loan Processor

May 2001 – May 2005
· Responsible for preparing loan reports and typing loan contracts. Process the loan applications and assisting the Manager for loan closings of the client and keep the records in order for this financial transaction.
· Collect and verify an applicant’s personal information and financial

· Response to the inquiries on a variety matters such as the status of clients. Filing personal document, correspondence and maintaining personal files. 
· Providing full secretarial support to the designated department team. Managing telephone calls (internal and external) ensuring that the message are noted and communicated efficiently and creating and amending high volume of documents correspondence, to a high degree of accuracy. 
· Opening new files on system and ensuring that all filing is up to date, together with preparation of registration of the client identification forms in regards to Loan. 
Union Bank of the Philippines

Loan Processor

September 1997 – February 2001
· Assist all client inquiries such as details about the loan and credit card information in a courteous and efficient manner. Provide day to day report regarding the loan and credit card inquiries. 
· Prepares loan agreements and contract agreement with the clients. Maintain and update company database to track client profile & payments. Prepares weekly reports on the status of loan and credit cards application of the client with the submission of documentary requirement. Set up and manage document files in hard copy and electronic form. Maintain document management repository and operating procedures. 
· Organizing, filing and storing paperwork, documents and computer-based information and ensures that all documents are filed in a logical manner, for easy reference, while maintaining confidentiality. 
· Follow up update regarding tasks and actions to be taken up by the assigned individual group in any of above mentioned meetings to be reported in the succeeding meetings.

· Performs other duties and special projects that may be assigned from time to time.

EDUCATION:

Philippines Christian University
Bachelor of Science in Business Administration

Major in Banking and Finance  

PERSONAL DETAILS:

Filipino, on Employment Visa. [image: image1.png]









