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JOEDY 
Abu Dhabi United Arab Emirates
On Visit Visa 
Profile
Achievement oriented professional with 15 years of diversified experience in office management, Flexible & versatile to thrive in deadline-driven environments with excellent problem solving skills.
Professional Experience
Admin Head 
Philippines







October 2000 – June 2016
AREAS OF RESPONSIBILITY
· More than 15 years of professional experience providing office administrative and clerical support, including handling confidential information.
· Manage and track day to day Petty cash transactions.
· Provide financial information for analysis and auditing when needed.
· Liaising with external entities for administrative functions.
· Process payments and invoices accurately and timely as per company procedures.
· Assistance in preparation of Budget
· Follow ups receivables.
· Knowledge skills and abilities to organize facts and figures used to develop a budget.
· Managing and maintaining contracts, personnel files and other employee information 
· Organize employee program activities 
· Organize and schedule meeting and appointments.
· Arranging staff services such as welfare and counselling
· Produce and distribute correspondence memos, letter, faxes and forms.
· Answer telephone calls, inquiries and handling complain and discipline procedures
Skill Set 
· Proficient in English both speaking and writing
· Ability to build good working relationships with colleagues at all levels
· Fairness and objectivity
· discretion with confidential information
· good organizational ability
· High levels of accuracy and attention to detail
· Can work under pressure and with minimum supervision 
Academic Achievements
Pateros Technological College, Manila Philippines
Associate in Computer Science, Graduated 1999
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