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Job Objective:
To perform all works related to my experience with the best quality and be able to meet the company satisfaction every time.
COMPUTER SKILLS & EXPERTISE 
Dynamic Organizational Skills, Ability to work on own initiative, Capability of communicating effectively, Excellent Organizational Skills, Self-motivated and multi-tasking. Computer Proficiency-Microsoft Excel, Word Processing and typing, Microsoft Power Point, Microsoft Outlook, Microsoft Publisher
WORK EXPERIENCE
Sports & Recreation Coordinator Cum Admin Assistant (1st July 2013 – 10th January 2016)
Recreation Services
Qatar Foundation
P.O. Box 5825 Doha, Qatar 
· Duties include but are not limited to: organizing meetings, social functions, coordinating agendas, researching issues, taking minutes, tracking action item completion, and managing other administrative requirements assigned.  
· Managing registration system but limited to; registering students and handle financial transaction reconcile daily receipt and process all payment types, and process all check outs including resolving any late and disputed charges.
· Researches, writes and coordinates department annual report, tactical plans, briefing notes, and presentation material activities. 
· Understanding and actively participate in environmental, Health and Safety responsibilities by following policy & procedures, training and team Member involvement activities.
·  Develops, plans and implements recreation programs in assigned areas of responsibility for the Community.
· Supervise, coordinates, trains, evaluates, and certifies recreation staff in the development and Implementation of recreation programs. Supervises department activities staffs and suppliers.
· Coordinates programs and activities with input from participants and staff responds to public inquiries and complaints; prepares flyers, letters, brochures, calendars and media releases regarding recreation programs and activities for publication and distribution. 
· Answer telephone, takes messages (to include caller’s name, telephone number, time and date of call), respond to requests; forward information to other staff members. Type memos, correspondence, reports, and other documents as requested
· Generate ''narratives, blurbs and tweets to advertise various events and activities for Facebook, twitter and announcements. Ensure that webpage, portal is correct and uploading flyers are updated
· Prepare requisition/Receive items and maintain adequate inventory of office supplies, sports items, make sure that inventory are carried out as per plan schedule and notify it direct on the supervisor
· Keep a watch for cancellations and ensure that they are being done within the time frame allotted, or send them an email and book the staff or the students
· Communicates internally within the department regarding program operations and facility scheduling.
· Schedules games, officials and sites for adult and youth sports; schedules and coordinates tournaments.
·  Supervises classes, workshops, and other activities.
· Doing monthly report/event report
Facility Assistant cum Admin Assistant (18th August 2010 – 30th June 2013)
Recreation Services
Qatar Foundation
P.O. Box 5825 Doha, Qatar
· Provides administrative support to the department. 
· Duties include but are not limited to: organizing meetings, social functions, coordinating agendas, researching issues, taking minutes, tracking action item completion, and managing other administrative requirements assigned.  
· Managing registration system but limited to; registering students and handle financial transaction reconcile daily receipt and process all payment types, and process all check outs including resolving any late and disputed charges
· Assisting staff/guest for the enquiry classes,  activities and events
· Updating posters/flyers weekly in the E-notice board 
· Ensures the availability of facility booking
· Answering incoming and outgoing phone calls and emails
· Doing the checklist and inventory
HR Clerk (1stSeptember 2004 – 16thJune 2009)
Arellano University
2600 Legarda St. Sampaloc, Manila, Philippines
· In Charge of payroll
· In charge of receiving, recording and releasing of documents/memo and distributing the same to personnel concerned
· Responsible in processing leave application
· Maintains employees’ records
· Handles benefits record
· Handles telephone call and inquiries
· Accountable in routing
· Answers telephone calls as necessary
· Handles data encoding as instructed
Administrative Assistant/Receptionist (29thOctober 2003 – 28th March 2004)
Keppel Philippines Properties, Inc.
#12 ADB Ave., OrtigasCenter
Mandaluyong City, Philippines
· Handled the answering and transferring of all incoming calls to the company
· Entertained inquiries/calls from old and new clients
· In charged of receiving and recording all incoming memo/documents and distributing the same to personnel concerned
· Handled the accounting of monthly telephone bills by identifying personnel and /or units accountable
· Handled data encoding as requested/instructed
· Acted as timekeeper to monitor the daily log in and out of employees
· Handled the checking and updating of Sick/Vacation leave credits of employees
· Assisted during meetings by providing logistics needed
TRAININGS:
OHSAS 18001 & EMS ISO 14001 AWARENESS TRAINING (12th August 2015)
Education City Clubhouse
Qatar Foundation, Doha Qatar
HAZARD and RISK ASSESSMENT TRAINING (15th June 2015)
Education City Clubhouse
Qatar Foundation, Doha Qatar
HEAT INDEX ASSESSMENT INDUCTION (15th June 2015)
Education City Clubhouse
Qatar Foundation, Doha Qatar
OHSAS 18001 Workshop (18th June 2014) 
Education City Clubhouse
Qatar Foundation, Doha Qatar
Environment Awareness Training (21st May 2014)
Ain-Al Qot Theater, Community & Recreation Services Building,
Qatar Foundation, Doha, Qatar 
Hazard Identification & Risk Assessment (11th March 2014)
Awsaj Recreation, Building 2,
Qatar Foundation, Doha Qatar
Basic First Aid & CPR Training (23rd -29th June 2013)
Venture Gulf Training Centre
Doha, Qatar
Customer Service Training (15th-16th May 2013)
Awsaj Recreation, Building 2,
Qatar Foundation, Doha Qatar
Health & Environment Awareness Training (3rd-4th March 2013)
Qurm Hall, Community & Recreation Services Building,
Qatar Foundation, Doha Qatar
Security & Safety Training (15th-16th January 2013)
Qurm Hall, Community & Recreation Services Building,
Qatar Foundation, Doha Qatar
Security & Awareness Training (12th -13th December 2013)
Al-AaQool Atrium, Community & Recreation Services Building,
Qatar Foundation, Doha Qatar
Fire Warden Training (3rd -6th September 2012)
Porta Cabin 8 & 9, Qatar Foundation
Doha Qatar
EDUCATION AND QUALIFICATIONS
Completed 2-year course inComputer SystemsDesign and Programming
AMA Computer Learning Center
Alabang, Muntinlupa City, Philippines
2000 - 2002
� EMBED StaticMetafile ���








[image: image2.emf]_1517239150.wmf

