Maricar.245342@2freemail.com 
​​​​​​​OBJECTIVE
A highly resourceful, flexible, innovative, and enthusiastic individual who possesses a considerable amount of knowledge regarding administrative and office procedures. A quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range of administrative activities. Well organized and an excellent team player with a proven ability to work proactively in a complex and busy office environment. I am now looking for a career advancement opportunity with a company that will allow him to develop his skills & potential.
WORK EXPERIENCE

Administrative Secretary cum HR Assistant
Cassells Albarsha Hotel,Sheikh  Sayed Road.Dubai UAE
February 2015 – Present
Responsible for providing an efficient and professional administrative and clerical service to colleagues, managers and supervisors to facilitate the efficient operation of the office.

· Answer telephone enquiries from customers, attend to visitors and assist other staff in the organization with their enquiries

· Operate a range of office machines such as photocopiers, computers and faxes

· File papers and documents of the employee.
· Conducting Candidates Interview.
· Arranging Vacation and Flight Request for the staff.
· Prepare Contract for newly hired staff.
· Coordinating with the PRO.
· Dealing with Visa, Labor card & Contract processing.
· Processing employee’s documents for leave applications, Passport and Emirates Id.
· Arranging flight ticket for the employee.
· Processing certificates of employees 
· Other Duties as assigned by the Management.
ADMINISTRATIVE ABILITIES

· Maintaining an electronic and hard copy filing system. 

· Providing training and orientation for new staff.

· Coordinating and arranging repairs to office equipment. 

· Comprehensive knowledge of Microsoft Word,

· Outlook, Excel and Access. 

· Scheduling meetings and preparing agendas for them.  

· Effective organizational skills.

· Organising travel & accommodation arrangements.  

· Resolving administrative problems.

· Supervising other clerical staff.

· Conducting research on behalf of managers.

· Scheduling and delegating administrative tasks.

· Creating presentations and writing up reports.

· Ability to type at 60+ wpm.
AREAS OF EXPERTISE  

· Data management

· Office procedures

· Customer service

· IT skills 

· Diary management

· Reception support

· Filing / archiving

· Minute taking
PERSONAL ABILITIES 
· Attention to detail.

· Punctual and reliable.

· Can work without supervision.

· Ability to cope and work under pressure.

· Good written and verbal communication skills.

· Able to work as part of a team.

· Having a patient outlook.

· Ability to multitask and manage conflicting demands.  

· Ability to prioritise tasks.
Data Entry - On the Job Training   
Cainta Municipal, Cainta Rizal

November 2013 – February 2014

· Ensures the correct and timely Report issuance particularly standard files in relation to the productivity and quality targets of the Operations Department. 

· Accurately and efficiently encodes information in the user application based on received trade documents.

· Checks the information quality of documents and ensures that these are properly registered in the system.

· Assists in amending Reports based on review done by the Trade Analyst, as necessary. 

· Provides suggestions on process improvements.

Telesales Representative 

Bluebean Inc. 

Valleyfair Bluilding Ortigas Extension Taytay Rizal

September 2010 – February 2013

· Provides answers to clients by identifying problems; researching answers; guiding client through corrective steps.

· Improves client references by writing and maintaining documentation.

· Transfer customer calls to appropriate staff.

· Follow-up on customer inquiries not immediately resolved.

· Research billing issues and other misapplied payments.

Receptionist

Bird's Eye View Hotel & Resort

May 2007- March 2010

Duties:

· Answering all incoming calls / emails and re-routing them to relevant parties. 

· Meeting and greeting visitors ensuring they are signed in and inducted. 

· Opening, distributing, collecting and taking the post. 

· General administration duties, photocopying, filing etc. 

· Dealing with any enquiries at the reception. 

· Data entry onto internal systems. 

· Reporting any problems to the office manager. 

· Dealing with car park requests and hospitality requirements. 

· Ensuring that the reception area is tidy and clutter free.

· Monitoring stationary stock and reordering when required. 

· Operating a computer system and switchboard.
Key Skills and Competencies:
· Excellent telephone manner.
· Can offer a warm & friendly greeting to visitors.
· Smart, presentable appearance.
· Ensuring an efficient running and operation of the Reception Desk.
· Good organisation and prioritisation skills.
· Self motivated, proactive & hardworking.
· Ability to listen and anticipate.
· Fully aware of all Health & safety legislation relating to office work.
· Experience of arranging month end invoicing on the SAGE System.
· Good IT skills Word, Excel, Email and Internet.
· Accept and adhere to the need for strict confidentiality.
Merchandiser/Cashier
Vornax Philippines

Rublou Shopping Centre, Ortigas Pasig City 

Jun 2004-November 2006

· Determines call schedule by reviewing priorities with supervisor; discussing special instructions, product promotions, new products, and price changes.

· Maintains store shelves by observing displays of company products; removing damaged or freshness-dated products; tidying store shelves; providing optimum display of products.
· Maintains inventory by restocking shelves with product from inventory; observing inventory levels; prompting store management to reorder when levels appear low; arranging for return and credit for damaged products.

PERSONAL DATA

Birth date:

March 26, 1988

Height:

5’2
