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Mobile: 971505905010 / 971504753686


Objective


To obtain a full time job position that will utilize my acquired knowledge in office administration, computer application and leadership skills, so that I may contribute in my own humble way in realizing the goals of the organizations. 





Skills


Excellent telephone manner 


Self-motivated, proactive and hardworking 


Ability to manage own workload and work towards tight deadlines Good attention to details 


Good IT skills, Word, Excel, Email and Internet 


Ability to work on own initiative as well as in a team 


Good Client- Supplier Management skills





Experiences


Interacts with the people that go to the office to provide them general information in response to their inquiries and assist clients in their needs. 


Key in, edit, proofread and finalize reports and forms. 


Respond to telephone calls, in person or electronic enquiries or forward to appropriate person. 


Provide general information to clients. 


Photocopy and collate documents for distribution, mailing and filling. 


Send and receive messages and documents using electronic mail. 


Schedule and confirm appointments. 


Request office supplies, service office equipment 


Maintain database 


Managing holiday, sickness, attendance and absence records 


Minimizing office expenditure 


Managing inventory 


Updating Vehicle fine, Salik


Doing online marketing. 


Sending Bulk Emails to the Client 


Registering our services to Free ads website 


Calling to New clients and Introduce about our services


Facebook Marketing  Campaign 


Making marketing & website proposal


Making and Follow up Quotation


Follow up quotation & Website Proposal to the client


Coordinate with the Supplier


Payment Recovery 


Collect and handle personal information of employee & client.


Employee record		client contract


Passport copy		client information


Employee contract


Company profile

















PERSONAL DATA





Date & Place of Birth	: Nov. 15, 1989 


Calamba Hospital 


Sex/Civil Status		: Female/Single 


Citizenship		: Filipino 


Religion			: Roman Catholic 


Language Spoken	: English, Tagalog


























Work Experience


 2013 October to February2015			Solution-Ad Circle (Creative Services)									Admin / Sales Assistant/ Marketing Assistant


International Business Tower,


						Business Bay, Dubai, UAE


Reason for Leaving:				Due to Company downsizing/financial crisis. 


Availability Notice Period: 			This Month of February after Cancellation








2012 May-August 2013				Honda Manufacturing Corporation


Document Controller 


							Gate 2, Technopark,Binan Laguna, Philippines 





2011 March  (On-the-Job Training)		John de Laine Travel and Tour Agency


Ticketing Clerk 


Putting Kahoy, Silang Cavite,Philippines





2009 Apr (On-the-Job Training)			Leasing Department


Clerk


Greenfield Development Corporation,


Laguna, Philippines











Educational Background


	College			:      2008-2012 		Bachelor of Science in Office Administration 									Adventist University of the Philippines


Cavite, Philippines





Secondary level		:      2007-2008		Sto. DomingoNationalHigh School


Sto. Domingo, Sta.RosaCity, Laguna 





	Primary level		:     1998-2004 		Sto Domingo Elementary School


							Sto. Domingo, Sta.RosaCity, Laguna 

















Character references available upon request











