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Proficient and result-oriented professional with proven skills in representing employer organization in administration, management and operations with 13 years Experience within UAE and Philippines. Excellent presentation skills with flair for working within any organization where capabilities and skills are utilized towards achievement of organizational goals. A reliable management personality with ability to accomplish targets, meets deadlines, perform under pressure and train workforce. Motivated and dedicated team player with excellent communication, negotiation, client convincing, coordination, planning, coordination, supervision, time management, decision making, problem solving and interpersonal skills. Extremely motivated to explore and broaden gained knowledge, developed expertise and leadership skills.
	CAREER OBJECTIVE
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To become part of a world-class organization where I can share my academic preparation and experiences; fully impart my technical skills, and contribute toward achieving the business goals of the company.
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Proficiency in General Office Administration and Management (clerical and secretarial functions)
· Proficiency in administration and evaluation of different kinds of Psychological Tests
· Proficiency in Business Communication, Technical Writing and Reporting
· Operate computers software (MS office applications) office machines such as fax, lamination, risograph, and photocopier.
· Experienced in organizing and supervising events, functions and programs,

· Delivery of Customer Service Excellence.

· Knowledgeable in JAFZA / Dubai PRO related work
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Post Sales Assistant / PRO
C&D Technologies Standby Power Division Jebel Ali, Dubai, UAE


November 2013- Present
Administrative Assistant
Sazichem FZCO  Jebel Ali, Dubai, UAE

July 2010- October 2013
Receptionist cum Secretary / Officer in Charge
Petra Moon General Trading LLC Deira, Dubai, UAE

August 2008 – May 2010
Receptionist cum Secretary / Administrative Assistant
School of Saint Anthony, Inc Lagro, Quezon City, Philippines


June 2004 –April 2008
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Post Sales 
· Assistant in post-sales office based duties, for tasks related to sales and distribution of C&D products within MEA region.
· Stock control and reporting
· Backlog Control & update
· Dispatch and collection flow control

· Post Sales – create local order entry system, plus co-ordinate with fellow workers in customer services in both the UK and sometimes the USA, to attain and communicate related transactions back to the customer. Smooth flow of documental transactions with regard to shipping and logistics is key to the success of the business in the region.
· Responsible for creating customer service orders and work requests.

· Assist customers in checking the status of any open service order or work request.

· Assist other Customer Service Representatives in problem resolution and daily job tasks.
· Perform related duties that may be delegated.

Administration 
· Responsible for recruiting clerical and administrative personnel
· Responsible for managing all administrative activities
· Organizes and maintain files and records, answers telephone and act as customer service, arranging meetings, hotel and flight bookings, etc.

· Maintains and updates important office files and records.

· Preparing documentations in sales (Invoice, Packing List, Proforma, etc..)

· Maintains Sales update and payments to suppliers.
· Maintains relative contact with suppliers and customers.

· Acts as sales coordinator / Logistics person in charge
· Acts as receptionist and personal assistant to the director.

· Acts as PRO for the company / knowledgeable in JAFZA immigration and procedures.

· Perform related duties that may be delegated.

Receptionist cum Secretary/Officer in Charge
· Performs a wide variety of executive secretarial and administrative duties as required by daily operations

· Organizes and maintain files and records, answers telephone and direct calls to appropriate person

· Prepares bank deposits  / handles petty cash and prepares daily and monthly financial reports
· Arrange flight bookings for customers

· Perform related duties that may be delegated

· Knowledge in visa typing and processing.

· Handles marketing, accounts and sales of the company.
· Acts as Personal Assistant to the Managing Director.

Receptionist cum Secretary/Administrative Assistant
· Reports directly to the Chairman of the Board of Trustees, and the Directress;

· Act as front liner in the office of the Chairman of the Board of Trustees and the Directress
· Performs a wide variety of executive secretarial and administrative duties as required by daily operations

· Attend to the official visitors of the Chairman of the Board of Trustees, the Directress, the Assistant Directress, Administrator for Accounting & Non-Teaching Staff, the HRD Director, the Principal and Assistant Principals;
· Execute outgoing official correspondence and calls;
· Type/encode important memoranda, correspondence, reports and other related matters;
· Arrange schedules for  business meetings, conferences  and seminars for  the Chairman of  the Board  of  Trustees, Directress, Assistant Directress, HRD Director, Principal and Assistant Principals;
· Handle customer concerns and direct them to appropriate department or person
· Receives and distributes incoming mail and fax messages; reviews and evaluates mail to identify those items requiring priority attention
· Organizes and maintain files and records, answers telephone and direct calls to appropriate department or person
· Ensures smooth office operations and coordinates office activities and schedules.

· Handles accounts and prepare financial reports, requisitions, departments’ reports and other related matters for Parents’ Council Executive Board and SSA -Transport Service Bus.
· Handles sponsorships, arrange schedules for meetings, conferences and seminars, departments’ financial reports, and prepares the minutes of the meetings and other related matters for SSA Alumni Association.

· Perform related duties that may be delegated.
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GRADUATE
: Masters in Industrial Relations (units earned) School of Labor and Industrial Relations University of the Philippines, 



Diliman, Quezon City PHILIPPINES

2006 – 2008
COLLEGE
: Bachelor in Science - Psychology - Graduate
Our Lady of Fatima University Lagro, Quezon City PHILIPPINES 
1998 – 2002
Character Reference:  
                      Available upon Request
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Darlene


� HYPERLINK "mailto:Darlene.69569@2freemail.com" �Darlene.69569@2freemail.com�  


�
�
�
Nationality:�
Filipino�
�
�
Resident of:�
Dubai,UAE�
�
�
Birth date:�
July 6, 1981�
�
�
Gender:�
Female�
�
�
Religion:�
Christian�
�
�
Marital Status:�
Married�
�
�
�
�
�
�
Visa Status�
(Employment visa-JAFZA)�
�
�



Languages Known:-�
�
�
English	(speak, read & write )


Tagalog	(speak, read & write)





Key Competencies:-�
�
�
Customer Service / Ability to understand the requirement of the customer.


Good oral and communication skills


Computer literate


Good time management skills.


Ability to work in a team and coordinate work functions.�
�
�
�
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CAREER PROGRESSION
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PROVEN JOB ROLE
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EDUCATIONAL PROFILE








