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	OBJECTIVE:

PROFILE:

CORE COMPETENCIES:

· Administration      

· Operations    

· Payroll   

· Customer Service    

· Research and    Development    

· Time Management    

· Negotiations    

· Corporate Compliance    

· Monitoring and Evaluation   

· Reporting and Accountability    

· Facilitation, Leadership and Teams

· Strong interpersonal skills and Decision Making

· Conflict Management

· Front Office Management
EDUCATIONAL 

QUALIFICATIONS:

University:




Bachelor of Science in Commerce  Major in Marketing

St. Paul College of Manila

1987
Bachelor of Arts 

Major in English

St. Paul College of Manila

1986

Secondary:



Makati Polytechnic Community College

Makati City, Philippines

1982

TRAININGS/SEMINARS:
· Personality Development 

    Nadia’s School 

    1996

· Shorthand for Executive Secretary

    Nadia’s School

    1996

· Marketing Skills and Strategy
     Tuxedo

     1993

· Accounting for non Accountants

     Asian Institute of Management

     1989

· Management for Administration Assistants University of the Philippines, Manila
    1988

· Advertising Photography
     De LaSalle University

     1986
· Philippine Air Micronesia

     1986


· Credit Information Bureau

     PICC Building, 
     Trainee

     1985

COMPUTER SKILLS:

MS Office (Word, Excel, Powerpoint, Access)

SAP system

PERSONAL DETAILS:
Birth date:
13 January 

Civil Status:
Single

Religion
:
Christian

Nationality:
Filipino

OTHERS:

UAE driving license, photography, interior designing and culinary strategies, traveler.
                                                  
	Pursue a challenging and rewarding position with a reputed organization which recognizes and utilizes my true potentials in achieving company’s goals and vision.

Highly organized, efficient and result oriented with an experience of 19 years in the Steel business catering the UAE and GCC countries.

PROFESSIONAL EXPERIENCE
(UNITED ARAB EMIRATES)
Al Rai Marine Cargo

Office Manager

November 2014 to date

Reporting directly to the General Manager

Duties and Responsibilities:

1. Act as the key person on the over-all administration operations.

2. Documentation liasing with various government offices.

3. Assist the GM on the over-all marketing and logistics strategy.

Salzgitter Mannesmann International

Office Manager

May 2005 to October 2014 

Reporting directly to the Managing Director

Key Contribution/highlights
· Established the opening branch office in Dubai starting from location of venue, licensing and operations.
· Organized the proper flow of business within the GCC countries

· Organized company accreditation/registrations to various oil and gas clients and contractors

· Organized the company filing system
· Established company banking system
Duties and Responsibilities:
· Administration:

1. Keeping Managing Director’s diary

2. Arrange travel plans including visa, itinerary, hotel and flight bookings.

3. Organizing company events like conferences/exhibitions
4. Supervise administration staff

5. Ensures proper flow of the daily business

6. Maintains company’s important documents/files

7. Purchasing company equipment/supplies/refreshments
8. Coordinates maintenance of office equipment
9. Maintaining/organizing stocks of company brochures/give-aways.

10. Maintaining various company specimen materials/documentation.

11. Coordinating with DAFZA on all activities of the company pertaining to licensing, employee visas and all other activities needed by each 
employee/company.

12. Arranging company car registrations/renewals and maintenance.

13. Attends to other matters that may arise from time to time.

· Finance and Accounts:

1. Coordinating various banking activities.

2. Prepares the yearly budget/3 year budget and company objectives/target sales and strategies.

3. Checking/arranging payments of suppliers invoices.

4. Reviewing employee’s expenses and arranging payments.

5. Preparing monthly expenses of the Managing Director and arranging reimbursements.

6. Organizing monthly salaries of the employees.

7. Maintaining company’s cash and bank books.

8. Preparing monthly accounting and entry to the SAP system.

9. Handling the petty cash fund.

· Operation:

1. Attending to/sending daily mail responses pertaining to business.

2. Preparing and compiling tender packages/documentation that needs to be submitted to the clients.

3. Preparing order forms/invoices and keep track of deliveries/turnover.

4. Preparing/updating monthly travel list and customer visit list

5. Reviewing project summary reports for finalization and submission to the head office.

6. Attending to other matters that may arise from time to time.

ThyssenKrupp Stahlunion GmbH 

Executive Secretary

July 1998 – April 2005

Reporting directly to the General Manager

· Administration:

1.
Keeping the GM’s diary

2.
Arrange travel plans including visa, itinerary, hotel and flight    

      bookings.

3.
Organizing company events like conferences/exhibitions

4.
Maintains company’s important documents/files
5.
Purchasing company equipment/supplies/refreshments

6.
Coordinates maintenance of office equipment
7.
Coordinating with the government pertaining to licensing and visa  

      requirements.
8.
Arranging company car registrations/renewals and maintenance.

9.
Attends to other matters that may arise from time to time.

· Finance and Accounts:

1.
Coordinating various banking activities.

2.
Checking/arranging payments of suppliers invoices.

3.
Reviewing employee’s expenses and arranging payments.
4.
Preparing monthly expenses of the GM and arranging 
      reimbursements.

5.
Organizing monthly salaries of the employees.

6.
Maintaining company’s cash and bank books.

7.
Preparing monthly accounting and year end reports.
8.
Handling the petty cash fund.
· Operation:

1.
Attending to/sending daily mail responses pertaining to business.

2.
Preparing and compiling tender packages/documentation that needs 
      to be submitted to the clients.

3.
Preparing order forms/invoices and keep track of deliveries/turnover.

4.
Preparing project reports.
5.  Coordinating with customers and the head office in Germany/mills on               

     the requirements needed pertaining to the orders like quality of 
     material, specifications, prices, mode of payment, shipment date and 
     required technical documents.    

6.
Attending to other matters that may arise from time to time.

Gulf Automations Services & Oilfield Supplies

Technical Assistant

1997 -1998

Reporting directly to the Technical Manager

Duties and Responsibilities:

Coordinator of the over-all technical sales activities such as 

handling inquiries, orders and invoices.

Thyssen Stahlunion GmbH

Executive Secretary
1996 – 1997

Reporting directly to the Regional Sales Manager

Duties and Responsibilities:

1. Daily secretarial duties such as answering telephone calls, 

            filing and answering various correspondence.  

2. Preparations and compilations of tender documentations.    

3. Coordinating with customers and the head office in Germany/mills on the requirements needed pertaining to the orders like quality of material, specifications, prices, mode of payment, shipment date and required technical documents.   
4. Maintains company cash flow and prepares monthly accounting and financial reports. 
5. Organizing travels, accommodations, meetings and presentations.
Tuxedo Sharjah Duty Free Ltd.

Sales Assistant

1992 – 1995

Reporting directly to the Duty Free Manager

Duties and Responsibilities:

Quality customer service, involving all cash transactions and daily stock checking.
PROFESSIONAL EXPERIENCE

(PHILIPPINES)

Avon Cosmetics, Phils. Inc

Project Development Assistant

1995-1996

Reporting directly to the Purchasing and Marketing Manager

Duties and Responsibilities:

1. Prepares the yearly schedule of campaign for presentation to the management

2. Conceptualizing and developing a product that will suit all levels of the market. 

3. Soliciting efficient local and international manufacturers/suppliers.

4. Study the product’s trends in the market and estimate quantity needed for production.

5. Coordinate with the manufacturer/supplier on the daily status of production.

6. Coordinate with the Quality Control Department regarding the totality of the product.
Muntinlupa Development Foundation

Executive Secretary

1987 – 1992

Reporting Directly to the Executive Director

Duties and Responsibilities:

1. Assists the Executive Director in the day to day financial, administrative and operational activities.

2. In-charge of purchasing, monitoring and issuing of supplies.    

3. Preparations of document needed for the Board meetings.

4. Travel and accommodation arrangements for meetings.



