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OBJECTIVE: 

To be a part of highly respected company where I can contribute my knowledge and further expand my education and professional skills. 
QUALIFICATION:

· More than 15 years of total experience in Secretarial, Admin, Receptionist, Customer Service in the Philippines and 6 years in U.A.E.

· Have excellent working skills in MS Office Applications i.e. Windows ’95-’98-2007 (MS Excel , MS Word, MS Outlook), Adobe
· Knowledge in Tally ERP9, Realsoft Dashboard 2.0, Attendance Management Program and Smart HR Management Payroll System
· Managing general office procedures, dealing with customers and high volume workloads whilst meeting strict deadlines

· Familiar with all aspects of daily business operations including; Personnel, Sales, Policies and Procedures, Staffing, and numerous administrative functions

· Reputations as a hardworking, reliable, dependable and accountable employee.

· Fast learner; quickly incorporate and implement new procedure.

· Can work efficiently with or without supervision; can work under pressure.

· Can deal with people with all levels.

· Capable of processing data and information, keeping records, and tabulation.
· Good in typing skills.

· Strongly commercial with excellent communication and influencing skills.

· Have excellent time management skills & can meet the deadlines without compromising on quality.
· Good Customer Care Service.
WORK EXPERIENCES:

December 2013 up to present

Accounts/HR/Purchase Assistant
Star Industrial Products LLC


New Industrial Area


Ajman, U.A.E.

Duties and Responsibilities:

· Assisting the Purchase Manager and Finance Manager.

· Posting of Bank Receipt, Cash Receipt using Tally ERP 9 and Realsoft-Dashboard 2.0.

· Sorting, checking and filing Invoices, Delivery Note and Local Purchase Order for payment.

· Preparing Daily Production Report using Attendance Management System Program

· Preparing payroll using Smart HR Management and Payroll System.

· Assisting the HR Manager, update and prepare all documents needed for the renewal of Labor Card, Residence Visa, Emirates ID, health card, etc.
· Maintain and update all employee files of more than 100 employees.
· Managed office supplies.
· Read and analyzed incoming memos, submissions, and reports in order to determine their significance and plan their distribution.
· Performed clerical duties, such as filing and sorting and distributing mail scanning and photocopying documents, records, and reports.
·  Provide administrative duties.
· Maintain strict confidentiality and interact professionally with all levels of Management and staff.
March 2011 up to May 2013
Secretary/Accounts Assistant
White House General Trading LLC

New Industrial Area

Ajman, U.A. E.


Duties and Responsibilities:

· Greeted and screen visitors, customers, suppliers and transferred to specific individuals.
· Arranging of schedule of meeting for the General Manager and Sales Executives.
·  Sent couriers (domestic & international) and consolidating monthly reports for company’s courier
· Preparing quotation, proforma invoices for customers.

· Preparing Invoices, Delivery Note.
· Perform bookkeeping tasks such as filing important documents preparing invoices and bank deposits.
· Managed office supplies, including preparation of LPO and invoices while monthly preparing, reviewing and compiling expenditures.
· Performed clerical duties, such as filing and sorting and distributing mail scanning and photocopying corporate documents, records, and reports, while preparing responses to correspondence containing routine inquiries.
· Checked and validated invoices and secured a counter checklist.
·  Provide administrative duties.
October 2010 up to January 2011

Secretary
Intaj Interiors FZC

Ajman Free Zone Gate No. 4

Ajman, U.A. E.


Duties and Responsibilities:

· Answer all incoming calls.

· Type letters, fax, project proposal.

· Prepares Inquiries. LPO to Suppliers.

· Prepares Invoice, Delivery Order Receipts.

· Prepares check for payments to suppliers

· Encoding of Laborer’s Time Sheet, Costing for Job Orders.

· Handles Operational Cost, Project Cost, Petty Cash, Salary for Laborers.

· Arranged incoming and outgoing documents for external and internal distribution.

· Maintain and updates filing system, catalog of files with client’s name.

October 2008 up to July 2010

Administrative Assistant
Subido Pagente Certeza Mendoza & Binay Law Offices

Makati City, Philippines


January 1999 to September 2008

Secretary
L.A. Tan & Associates Law Offices

491 William Shaw Street

Caloocan City, Philippines

July 1992 to December 1998


Billing Assistant


CMT Law Offices

(Formerly Carpio Viilaraza & Cruz Law Offices)

Makati City, Metro Manila, Philippines

EDUCATIONAL BACKGROUND:


Vocational Education, 1990-1992


Computer Programming


Systems Technology Institute


Alabang, Muntinlupa City, Philippines


College Education, 1989-1990 


Bachelor of Science in Home Economics
(Under Graduate)

Philippine Women’s University


Taft Avenue, Manila, Philippines


Secondary Education, 1985-1989


Liceo de San Pedro


San Pedro, Laguna, Philippines

PERSONAL BACKGROUND:


Nationality
:
Filipino
   
Visa Status
:
Employment 
*Reference and other information will be available upon request.


