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PERSONAL PROFILE
	•
	professional and cultural backgrounds.
	

	•
	
	

	•
	Emotionally mature; calming and positive temperament; tolerant and understanding.
	

	•
	Seeks and find solutions to challenges - creative and methodical - probing and resourceful.
	

	•
	Seeks new responsibilities and uses initiative; self-sufficient.
	

	•
	Self-aware – always seeking to learn and grow.
	

	
	Team player – loyal and determined.
	




KEY SKILLS
Office Skills:
Computer Skills:


Excellent working knowledge in Microsoft Office Applications (Word, Excel, PowerPoint, Outlook)
Experienced in Visual Basic, Fox Pro, Quickbooks and ERP System Computer Troubleshooting, Server Administrator and Phone Installations


PROFESSIONAL EXPERIENCE
	Office Administrator
	
	December 2013- April 2015 (Dubai, UAE)
	

	Energy Services DMCC
	
	
	

	•
	Personal Assistant to the CEO.
	
	
	

	•
	Responsible in visa application through DMCC Portal.
	
	

	•
	Managing filing system and record management.
	
	
	

	
	Conceptualize, plan, write and execute administrative tasks including creating standard templates for
	

	•
	reports and correspondences.
	
	
	

	•
	Responsible for the tidiness of the whole office including office maintenance.
	

	•
	Arrangement of flight & hotel reservations.
	
	
	

	•
	Necessary arrangements for meetings and events
	
	
	

	•
	Ordering of office supplies & maintains the inventory.
	
	

	•
	Coordinating mail & shipments delivery.
	
	
	

	•
	Creation and issuance of Purchase Orders and daily update of the PO log.
	

	•
	Basic Computer Troubleshooting including the setting up laptops and computers
	

	•
	Email creation for the new employees.
	
	
	

	•
	Server Administrator and PBX Phone Installations.
	
	
	

	
	Perform general clerical duties and office support.
	April 2011 – December 2013(Erbil, Iraq/Dubai, UAE)
	

	Payables Accountant
	
	

	OiLSERV•
	Oilfield Services BVI Limited
	
	

	•
	Review and verify invoices and check requests.
	
	
	

	
	Sort, code and match invoices to corresponding accounts.
	
	


Charges expenses to accounts and cost centers by analyzing invoice/expense reports; recording
•  entries.
Set invoices up for payment.
•  Enter and upload invoices in the system.
•  Process payments to vendors by monitoring discount opportunities; verifying, scheduling and
•  preparing payment transfers to banks.
Research and resolve invoice or payment discrepancies and documentation.
•  Post transactions to journals, ledgers and other records.
•  Reconcile accounts payable transactions.
•  Monitor accounts to ensure payments are up to date.
•  Maintain vendor files and corresponds to their inquiries.
•  Assist with month-end closing.
•  Provide supporting documentation for audit.
•  Track expenses and process expense reports.
•  Pays employees by receiving and verifying expense reports and requests for advances.
••  Train new accountant employee.
	
	Administrative Assistant / Receptionist
	
	
	April 2010 – April 2011 (Erbil, Iraq)
	

	
	OiLSERV•
	Oilfield Servi es BVI Limited
	
	
	
	

	
	•
	Meet and greet client visitors.
	
	
	
	

	
	•
	Perform general clerical duties and office support.
	
	

	
	•
	Sign for and distribute courier documents and packages.
	
	

	
	•
	Coordinating mail deliveries.
	
	
	
	

	
	•
	HR support, process Employee IDs.
	
	
	
	

	
	•
	Book flight tickets and do hotel reservations for the staff.
	
	

	
	•
	Assist in tender preparations to be submitted to clients.
	
	

	
	•
	Prepare security access request to be sent to rig sites.
	
	

	
	•
	Basic Computer Troubleshooting.
	
	
	
	

	
	EDUCATION
	
	
	
	
	
	

	
	
	Maintain office supplies inventory.
	
	
	
	

	
	
	
	
	
	
	
	

	Bachelor’s  Degree,
	
	
	
	
	
	

	
	TRAININGS
	
	
	
	
	
	

	Entrepreneurship, PH. 2006 – 2010
	
	
	
	

	
	
	
	
	

	
	International Financial Reporting Standards
	, Four Points Sheraton Dubai, UAE, 2013
	

	
	Associated Ship Management Services, Inc .,
	
	
	

	
	Jaro Development Corporation,
	
	Manila, PH, 2009-2010
	
	

	
	PERSONAL DETAILS
	Filipino
	Cavite, PH, 2009
	
	

	
	Date of Birth:
	
	
	
	
	
	

	Citizenship:
	
	
	
	
	
	

	Marital Status:
	
	
	
	
	
	

	Visa Status:
	Single
	
	
	
	
	

	License:
	
	Employment (Free Zone)
	
	

	License No. :
	UAE Driving License
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