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DIANA 

Email: diana-249827@2freemail.com 
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Career Objective

Seeking a position in Office Administration / Executive Secretary / Document Controller in a growing organization where I can share and utilize my knowledge/skills and to enhance my professional expertise to be more benefitted to the company in the near future.
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Profile Summary

· With more than 8+ years of experience in Office administration & Secretarial to reputed companies in UAE
· Qualified with Diploma in Computer System Design and Programming in Philippines
· Proficient in MS Office applications
· Excellent communication skills both spoken & written in English.
· Strongly commercial; and can handle multiple countries with a divorce workforce.
· Excellent organizational skills and able to multitask to meet strict deadlines
· Well organized, systems oriented & have a strong attention to details
· Ability to be proactive and take initiative.
· Possesses excellent organizational skills and can work well independently.
· Adherence to deadlines without sacrificing quality of output.
· Prioritization of work and perfect time management.
· Expert in interdepartmental liaison and coordination.
· Maintenance of reminders and follow-up systems
· Excellent leadership qualities.
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Employment History

Admin Assistant –Engineering Development Company LLC. (Khalifa Juma Al Nabooda & Al Ghurair Group) Al Quoz, Industrial 4, Dubai, UAE (February 2018 -present)

Stainless Steel Fabrication (Elevator/Lift Interior, Escalator, Façade, Moving Walk)

Duties and Responsibilities:

Acting as a first point of contact: dealing with correspondence and phone calls professionally

Directly reporting and assisting the General Manager.

Provides full secretarial and administrative support and assistance to the organization.

Performs general administrative duties that includes handling confidential matters, maintaining personnel records, monitoring and preparing incoming & outgoing documents.

Typing, compiling and preparing emails, reports, presentation and correspondence

Managing diaries, organizing meetings, and appointments for the board members, and updating them on relevant information, tasks and deadlines

Taking minutes of meetings that includes the task/actions that will be sent to the board members. Implementing and maintaining procedures/administrative systems

Maintains continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.
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Preparing departmental letters (Employment letter & job description for newly hired workers, No Objection letter, and Termination letters) for upper management approval.

Performs other related works such as making memos/notices, and written correspondence/letters. Manage all documents related to employees/workers files (personal information, contract, leave

applications, sick leave) ensures files are kept up to date.

Organize and maintain all documents related to the company (tenancy contracts, Ejari and all acquired company assets e.g. vehicles, office equipment)

Maintains safe and clean reception area by complying with procedures, rules and regulations Provide assistant to HR Manager for hiring and interviews of new employee.

Preparing Pre-Qualification and provide all necessary documents for the projects. Coordinates with the production team and provide assistant when necessary.

Prepare all workers documents and arrange for safety induction. Received and arrange courier deliveries

Secretary cum Document Controller –Gulf Gardens Landscape LLC. Al Warsan Third, Academic City Road, Dubai, UAE (February 2016 – 2017)

Landscaping, Irrigation and Swimming Pool Works

Duties and Responsibilities:

Handling all incoming telephone calls and queries and transfer to concern person/department.

Directly reporting and assisting the General Manager.

Greets assists and directs clients/visitors of the managers.

Provides full secretarial and administrative support and assistance to the organization. Responsible for handling/keeping all documents (confidential) of the company.

Responsible for workers passport keeping.

Manage all documents related to employees/workers files (personal information, contract, leave applications, sick leave) ensures files are kept up to date.

Organize and maintain all documents related to the company (tenancy contracts, Ejari and all acquired company assets e.g. vehicles, office equipment)

Assisting the PRO for the company insurance applications and renewals including Medical Insurance and

Workers’ Compensation as per required.

Taking minutes of meetings and preparing results to be sent to all concern persons.

Receiving all inquiry from company email and send it to the concern person/department.

Assisting the company PRO for all transactions which includes but not limited to, applications and renewal of visas, cancellation of employment visas, company licenses as per required.

Preparing departmental letters (offer letters & job description for newly hired workers, No Objection letters) for upper management approval.

Assisting the PRO/HR Department for posting job vacancies, shortlisting, and arranging interview of the chosen candidates.

Updates and manage all project files and records.

Preparing Pre-Qualification and Tender documents for Tender submissions.

Assisting the Contract/Estimation Manager for preparing quotation/offer and BOQ as per the inquiry and prospective client.

In-charge for handling, checking and updating the RFQ’s and RFI’s from Tejari –Esupply Portal system on daily basis.

Assisting the Contract/Estimation Manager from the preparation of tender document for all government sectors such as DEWA, DM, MOE, RTA and DPHQ etc.

Manage and update the registration in different contracting companies for tender projects purposes. Maintain database for enquiries and quotations.

Updates and maintains project list/quotation files regularly.

Assisting in the preparation of tender documents and sending quotations to contractors/clients.

Performs other related works such as making memos/notices, and written correspondence/letters.

Set appointments/meetings of the managers’ to clients/visitors.

Receives deliveries and coordinate outside delivery/courier services.
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Receives and sends email to the proper person and as per required. Monitoring and manage office supplies stock and availability.

Receptionist cum Secretary –Options Rent A Car LLC. Frij Al Murar, Deira Dubai, UAE (September 2014-December 2015)

Car Rental

Duties and Responsibilities

Distributes, sorts, reads, and annotates incoming mails, emails, and documents, attaching the appropriate files to facilitate necessary action.

Managing and updating document control system to ensure that all documents are properly recorded and maintained; information are transmitted and responded to; approvals or non-approvals are recorded and communicated.

Review, proofread, and edit documents prepared for the manager’s signature.

Arrange appointments, meetings, and conferences. Follow through meeting arrangements as needed. Responsible in typing reports, all kinds of correspondence and other documents.

Communicate through phone calls and E-mails to properly handle direction of business relations. Screen and answer calls and E-mails.

Welcome visitors and inform the managers accordingly.

Research, compile, and prepare confidential and sensitive documents, and brief the manager regarding contents.

Taking responsibility in keeping a confidential records and files

Make preliminary assessment of important documents, reports, and other materials.

Prepare meeting agendas and collect the minutes of meetings. Follow up and reminds other managers of their individual tasks.

Review, proofread, and edit documents prepared for the manager’s signature.

Arrange appointments and meetings. Follow through meeting arrangements as needed.

Sales Consultant/ Showroom in Charge –Fine Furniture CO. LLC (Restonic Middle East), Dubai, UAE (September 2011- July 2013)

Customize Beds & Mattresses, Beddings Accessories and Curtains

Duties and Responsibilities:

Greeting & welcoming all potential and existing customers to the showroom.

Ensure that each customer receives outstanding service by providing a friendly environment. Maintaining solid product knowledge and all other aspects of customer service.

Matching the customer’s needs to the right product.

Educate customers through detailed explanations and demonstrations. Willing to approach customers and able to close a sale.

Working as part of the sales team providing excellent customer service. Taking customer payments in cash or via credit cards.

Assist in completing price changes within the department. Occasionally negotiating with customers on price.

Dealing with and resolving customer complaints and concerns. Building a great rapport with customers.

Maintaining very high merchandising standards.

Assist in processing and replenishing merchandise and monitoring floor stock. Giving some assistance to Interior Design when they needed.

Receiving telephone calls providing information, giving quotation and other inquiries. Keeping records of all interaction with customers, regardless of the outcome of sales. Communicate customers request to management.

Accept and check goods ready for delivery.
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Monitor and issue receipts to all customers using tally solutions.

Prepares payroll every month, manage office supplies and office filing of the company Maintain and control the petty cash fund of the company.

Secretary - Supreme Health Marketing Inc, Yakult Philippines April 2008-2010


Education

Diploma in Computer System Design and Programming, AMA Computer College, Balanga City, Philippines


Computer skills

MS Office Applications

Internet & E-mail Application

	Personal Information
	
	

	Nationality
	:
	Filipino

	Date of Birth
	:
	23 February 1988

	Languages known
	:
	English, Tagalog

	Visa
	:
	Employment  Visa – Transferable (1 month notice)


___________________________________________________________________________________

References: Can be provided upon request
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