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UAE Driving License

EXECUTIVE ASSISTANT ▪ ADMINISTRATIVE ASSISTANT

6 years Professional Support experience
CAREER GOAL

Aspiring for a broader and more promising role as an Executive or an Administrative Assistant in a distinguished and reputable organization where I can grow to be indispensable and be able to prove myself to be a great part in contributing to its success. 

KEY SKILLS
Senior Executive support ▪ Administration support ▪ Manage appointments ▪ Organizing meetings ▪ Coordination ▪ Drafting dictations of Letters & Memos ▪ Documentation and maintain file database ▪ General Correspondence ▪ Travel Arrangement ▪ Front office management ▪ Customer Service ▪ Working knowledge of MS Word, PowerPoint and Excel ▪  Flexible ▪ Diplomatic ▪ High sense of confidentiality ▪ Tact and diplomatic

WORK EXPERIENCE
HR & Customer Service Coordinator(Sept. 3, 2013 – Present)
DUBAI REFRESHMENTS PJSC (Pepsi Bottler) - Dubai, UAE
• Update Manpower Headcount for Sharjah, NE and Dubai employees and submit to the Recruitment Supervisor to identify excess or lack in worker requirements 
• Handle the coordination of employee services problems, employee complaints and requests and communicate to HR in the Head office
• Provide Administrative support to Al Quoz personnel (Passport handling, generating IOUs and GRNs from SAP) 

• Internal and external posting of open positions in the office notice board 

• Arrange and schedule an interview for the job candidates with the Managers

•Facilitate new employees joining procedures in Al Quoz branch office

• Facilitate employee surveys for HR services improvisation
• Support the Administration team by channeling requests to Administration Supervisor/Facilities Manager if and when required, and follow up with the users (Maintenance work, Office supplies) 

•Prepare internal memos as required by the Branch Manager and Sales Analyst
• Provides Customer Service by handling customers’ orders through phone and email 

• Coordinate wish Sales team for dispatch of orders and follow through 

• Handle customer complaints; provide resolutions until resolved to meet customer satisfaction
• Coordinate with Maintenance department to schedule repairs and follow through of soda machines and coolers
•Maintain and update customer database and record follow ups on the SAP CRM System.
Executive Assistant to the General Manager(Feb. 2, 2010 – Sept. 2, 2013)


DUBAI REFRESHMENTS PJSC (Pepsi Bottler) - Dubai, UAE
•Manage the day-to-day diary of the GM

• Organize and maintain files and records and maintain confidentiality

• Arrange internal/external meetings with business partners 
• Set up conference calls 
• Scans, prints, emails documents as requested by the GM 
• Prepares, disseminate final memos, letters and presentations drafted by the General Manager to the company or to intended parties 
•Liaise with other Department assistants, coordinate with them to disseminate and channel vital information to the other Line managers for decision-making 
• Welcome guests and customers, answering and directing their inquiries 
• Make travel and guests arrangements for executives including visa applications and necessary documentation 
•Process insurance claims and ensuring timely renewal for GM 
• Booking reservations for GM and doctor’s appointment 
• Prepare documents for vehicle license renewals, Emirates ID renewal for GM and his family members 
• Ensures confidentiality in submission and circulation of official documents 
• Ensures important and urgent letters, memos and cheques are signed on a timely basis by the GM 
• Assisted the GM in arranging an orientation event for MBA students 
• Maintain adequate office supply inventory
• Ensure office equipments are working efficiently 
• Provide supportive assistance and perform additional assignments as required by other departments such as preparing local purchase orders and requisitions and processing invoices 
•Assist ES Manager on office event arrangements (ex. Staff annual party)
Administrative Secretary/Receptionist (Jan 2, 2007 - Dec 31, 2009)





UNIVERSAL KNOWLEDGE SOLUTIONS - Dubai, UAE


• Manages the front office reception; Greets and directs all visitors including business partners, client, job candidates • Creating and maintain good relations with our suppliers, clients and business partners 
• Ensure completion of paperwork, sign-in and security procedures (ex. Maintenance) 
• Handles inquiries from incoming calls and put through concerned department or individual depending and if necessary, on the urgency or importance of the objective 
• Improve and maintain existing filing system including a soft copy register 
• Ensure copiers and fax machines are in working order and refilled regularly 
• Scan, send emails, fax documents as required 
• Produces documents required by CEO and extract them from the files 
• Makes local or international outgoing calls as required (ex. Conference meeting; communication with branch offices) • Manage daily email correspondences and respond to inquiries and providing helpful information 
• Coordinate with the travel agency for travel arrangements for personal trips and business events of the CEO and other Department Managers to other GCC countries and arranging accommodation for company visitors coming from out of country 
• Monitor daily attendance of employees through a logbook 
• Arrange courier of documents and follow up on delivery status 
• Prepare travel visa applications and other necessary documents for renewing of old visas or applying for new ones 
• Assist Marketing Department in preparation for an event (ex. delivery of marketing materials from suppliers, printing and sending out invitations, registration of attendees) 
• Ensuring official documents are up to date and renewed (ex. Trade License) 
• Ordering business cards for the Managers 
• Monitor and replenish office supply inventory 
• Ensure the office is tidy and in order at all times including maintain an organized stockroom 
• Ensure office lightings, fixtures are always maintained.
Customer Service - Online Travel Assistant (Jul 2006 - Nov 2006)

PEOPLE SUPPORT - Cebu, Philippines 

•Assist customers with their pre-existing travel arrangements (ex. changes, cancellations, etc.) •Guide and educate customers in navigating through the travel website • Assist to optimize in booking customers’ itineraries online • Ensure customer satisfaction by providing updates on their reservations and offering additional travel benefits• Provide helpful resolution to passengers related to complications that arise at the time of and during their travel• Collecting and processing payments online • Handling complaints and refunds.
Customer Service - Counter Clerk (Aug 2005 - Jan 2006)
ABENSON - Pampanga, Philippines 
•Meet, greet customers at the shop • Handle customer inquiries over the phone • Introduce and explain product features to customers • Record sales • Collect payments• Manage daily purchase transaction invoices. Check out and scan items purchased for customers • Coordinate after-sale services such as warranties and repairs • Preparing merchandise for display • Handling purchase complaints and conflicts

Customer Service - Order Processor (May 2004 - Aug 2005)







CYBER CITY, TELESERVICES, LTD - Pampanga, Philippines

• Receives and handles high volume of calls •Maintains solid customer relationships by handling questions and concerns with efficiency and professionalism• Assist customers in placing their order •Collect and cross-checking information from customer and performs data entry • Log calls• Maintain customer database • Respond to customer inquiries in a knowledgeable manner• Process orders and route calls to proper channel•Handle customer complaints and offer resolutions • Update customers on their order status.

EDUCATION

Bachelor of Science in Commerce Major in Management Accounting

     March 2004 Graduate
Ateneo de Davao University - Davao City, Philippines

Certification on Human Resources Management Professional

October 2014 Completed

Zabeel International Institute of Management & Technology - Dubai, UAE







SKILLS TRAINING

Microsoft Excel 2010 Advanced





10th -11th Nov, 2013 - Dubai 

Microsoft Excel 2010 Beyond Basics




            4th Nov, 2013 -Dubai
    
ExecuTrain – Corporate Training  





Customer Service (ComET) Training



    15th Sept 2006 - Cebu, Philippines

Best in Service Award





    2nd Sept 2006- Cebu, Philippines

PEOPLESUPPORT – Corporate Training

REFERENCE AVAILABLE UPON REQUEST
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