NERIZA 
Email Add: neriza.65507@2freemail.com 
Visa Status: Employment - Transferrable

CAREER OBJECTIVE

To pursue my career using my acquired skills and training in a reputable company that would offer career growth, greater challenges and personal development.

PROFESSIONAL QUALIFICATIONS
· Proficient in the use of Microsoft Office Applications 

· Capable of handling multiple tasks simultaneously

· Highly organized and systematic individual

· With disciplined time managements skills

· Reliable in terms of dealing with confidential information
· Excellent command of the English language, oral and written
· Excellent analytical, problem solving, communication, negotiation and interpersonal skills
· Dedicated team player, keen to details, fast learner and reliable
· Can operate the following office machines: photocopying machine, fax machine, scanner, electronic and manual typewriter and computer.

· Excellent filing efforts of company documents.

WORKING EXPERIENCE
Dec. 01 2008 – present  TAS Middle East
Position: Executive Secretary to MD /Marketing & Travel Coordinator/ Document Controller 
· Performs a wide variety of administrative and executive support tasks that are highly confidential and sensitive.

· Coordinates office activities and schedules; develops and recommends office procedures and   systems; ensures smooth office operations.
· Researches, compiles and prepares confidential and sensitive documents and brief the administrator or executive regarding content.

· Reads and screens incoming correspondences, makes preliminary assessment of the importance of materials and organizes documents; handles some matters personally and forwards appropriate materials to the administrator or executive and staff.

· Receives and screen incoming calls and visitors, determine which are priority matters; and alerts the administrator or executive accordingly.

· Acts as liaison between the administrator or executive, subordinates or others by transmitting directives, instructions and assignments and following up on the status of assignments.

· Updates administrator or executive on status of issues before scheduling meetings.

· Prepares agenda and collects materials for meetings, speeches and conferences; take minutes and keep records of proceedings.

· Coordinates & facilitates the administrator’s or executive’s calendar to arrange appointments, meetings, conferences, travel plans & events exhibition.
· Make travel arrangement; prepare itineraries & hotel booking.

· Responsible for the Master phone list of Managing Director
· Responsible on office expenditures such as equipment & office supply needs.

· Coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial correspondence.

· Input document data in the system ensuring that the information is accurate and up to date.

· Maintain updated records of all approved documents and drawings and their distribution clearly

· Maintain the files and control logs as required by the project.
· Perform other functions assigned by the Managing Director & CFO. 
October 2006 – May 2008  African Motor General Trading Co. LLC, Dubai U.A.E
Position: Executive Secretary/Document Controller
· Performs a wide variety of executive secretarial and administrative duties as required by daily   operations.

· Coordinates office activities and schedules; develops and recommends office procedures and   systems; ensures smooth office operations.

· Preparing enquiries, Quotations, Invoices, Proforma Invoices, Delivery Notes, and Purchase Orders.

· Applying Letter of Credit to the Bank.
· Responsible for the Master phone list of all Clients.
· Answers telephone and direct calls to appropriate department or person.

· Receives and distributes incoming mail, email and fax messages; reviews and evaluates mail to identify those items requiring priority attention.
· Prepares and independently responds to letters and general correspondence.
· Responsible for business correspondents, letters, preparing minutes of the meeting.

· Responsible for making appointments, meetings, gatherings & booking of hotel reservation.
· Documentation and Filling all confidential documents of the company.

· Follow – up clients for orders & payment either by L/C or cash.
· Scans documents, prepares and sends e-mail messages.
· Perform other functions assigned by the General Manager. 
Nov. 07, 2004 – August 31, 2006   Al Numairy & Al Arrayed Trading Co. L.L.C ,Dubai U.A.E
Position: Secretary cum Receptionist & Telephone Operator
· Encoding of Invoices & Credit Notes

· Answered telephone and transferred calls promptly, receive and relay voice messages.

· Attend visitors, informing arrivals of the shipment and directing visitors to their designations.

· Receive / dispatch mails and documents including courier and ask messenger to distribute to addressee.

· Assist in general clerical duties such as copying, filing and typing confidential documents

· Handling Petty Cash  

· Doing daily reports of the personnel. Training new staff

· Perform other functions assigned by the supervisor. 
May 2003 – September 2004  American Int’l. Group (AIG) Credit Card Co. 

Position: Telemarketer/Customer Service Officer
· Attending customer complaints.

· Do outbound calls to create sales by encouraging the client to get a credit card.

· Explaining and convincing the client to avail the features & promos of the card.

· Answering queries and provides information to customer about the features, benefits, advantages 
      and promos of the card.

· Filling all confidential documents of the office and making some follow up calls to the customer.

· Machine copying of documents from other offices. 

· Performs other function assigned by the supervisor.

October 2001- January 2003 SM Department Store
Position: Sales Representative/ Promoter
· In charged in merchandising promotional items. 

· Provide efficient and professional service in terms of handling clients concerns, queries or       

      complaints.

· Encourage clients to buy to increase sales.

· Perform other functions assigned by the supervisor. 
· In charged in handling cash register.

· Demonstrate the product advantages and qualities.

· Display promotional items to increase the sales.

· Encourages co- workers to be enthusiastic in promoting the product to increase sales.

· Act as an acting officer in the absence of the immediate head in the department.

SCHOLASTIC RECORD

Bachelor of Science in Business Administration Major in Marketing 

Polytechnic University of the Philippines

1999-2003

PERSONAL INFORMATION

Age


: 
31 years old


Date of birth

:
May 27, 1982


Gender

:
Female


Civil Status

:
Married


Citizenship

:
Filipino
