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MIRIAM 

Miriam.9471@2freemail.com 
Career Objective: Administrative professional experiences at working in fast paced environment demanding strong organizational, technical and interpersonal skills. Seeking an administrative/secretarial position where the above skills will be fully utilized and further developed.

Profile: 

· Hard working and dedicated towards tasks given by the management.

· Highly Trustworthy, ethical and discreet; committed to superior customer service.

· Dedicated individual; achieving a reputation for consistently going beyond what is required.

· Detail oriented and resourceful in the completion of projects with ability to multi task and meet strict deadlines.

· Proven ability to collect, consolidate, organize and prioritize business needs.

Professional Experiences:

X-Architects         Dubai, U.A.E.


  December 19, 2006 up to present

Office Administrator cum Accountant
      Performing the functions for the following positions:
· H.R. – publishing of vacancies, screening and hiring of applicants, visa processing, certificates authentication, and other related issues.

· Accounting functions such as preparing the salary sheets, issuing cheques, preparing invoices and collecting payments from Clients.

· Secretarial, receptionist and other related functions. 
· Over-all in-charge of the office. 
Scytex General Trading Co. LLC    Dubai, U.A.E.    February 2004 to July 31, 2006 

Executive Secretary cum Office Administrator

· Handle front desks’ responsibilities. 
· Carried out both administrative and secretarial functions.

· Schedule meetings and appointments for the Managing Director.

· Responsible for travel arrangements for national and international business travel.

· Manage external and internal mail and responding to queries from clients on behalf of the Sales and Marketing Manager.

· Make periodic reports to the Managing Director.

· Over-all in charge of logistics (from import, export, shipment, customs clearance, etc.)

· Perform other tasks as need arises.

San Roque High School        Bamban, Tarlac, Phils.   July 15, 1987 to January 2004

Head Teacher/ School Administrator
· Reports to the School Principal and supports various department heads.

· Prepares monthly, quarterly, and annual reports
· Organizes seminars and trainings for staff development.
· Prepares school activities for student and curriculum development.
· Conducts personal interview to teacher-applicants.
· Answers all communications/correspondence of the school.
· Manages and updates client information on data based system

· Produces memos, letters, faxes and other correspondence

Saint Anthony College of Technology Mabt., Phils.   June 1986 to April 1987

Teacher/Secretary

· Reports to the President of the school. 

· Teaches high school students

· Maintains systematic filing systems and prepares school calendar activities
· Organizes a filing system, keeping parents, students and prospects updated with information via email. 
· Extensive written correspondence with regard to preparation of quotations, proposals and official memos for the School President and the School Principal.

Educational Qualifications:

Philippine Normal University    1996-1999 

Doctor of Education – 36 units

Major: Educational Management

Pampanga Agricultural College 1993 - 1995 

Master in Professional Studies

Major: Educational Management

Saint Anthony College of Technology 1982-1986

Bachelor of Science in Education

Major: History

Personal Details:

Civil Status
:
Married

Date of Birth
:
31 October 1965

Visa Status
:
Residence Visa 

Validity of Visa
:
June 2010
Additional Skills: 

Highly proficient in English, very good written and oral skills, self-oriented to set goals, computer savvy and proficient in MS Word, MS Excel, and the Internet. 

This is to certify that the above information is true and correct to the best of my ability.

