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                        PROFESSIONAL SUMMARY 

A dedicated and proactive administration person with 15 years of administrative and secretarial experienced. Effective team player who can work and collaborate with all levels of professional executives to achieve measurable and significant results in every tasks and responsibilities performed. Equip to continue excellence in providing high–level administrative support.

                                          SKILLS 
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· Meetings Organization
· Travel/Events Managements
· Database Management
· Calendar Keeping
· Inventory Management
· Documentation
· Payroll Processing
· Correspondence Handling
· Front Desk Operations
· Microsoft Office Applications

WORK EXPERIENCE

WACKER CHEMICALS MIDDLE EAST FZE
Dubai Silicon Oasis, Dubai – UAE

WACKER ACADEMY - EVENTS COORDINATOR
January 2019 – Present

· Understanding requirements for each event
· Booking venues and schedule speakers
· Research vendors (catering, decorators, musicians etc.) and choose the best combination of quality and cost
· Negotiate with vendors to achieve the most favorable terms
· Manage all event operations (preparing venue, invitations, agenda, give – away, etc.)
· Do final checks at the day of the event (e.g. tables, technology) to ensure everything meets standards
· Oversee event happenings and act quickly to resolve problems
· Evaluate event’s success and submit reports

ASSISTANT TO THE MANAGING DIRECTOR 
January 2015 – December 2018                               

· Organize meetings, appointments and agenda.
· Prepare minutes of meeting.
· Maintain the MD’s calendar.
· Filter phone calls and invitations to the MD.
· Prepare correspondence on behalf of the MD, including the drafting of general replies.
· Ensure guests meeting with the MD are well taken care of.
· Arrange travel booking and hotel reservation.
· Provide a service that is in line with the MD’s work habits and preferences.


ADMINISTRATION EXECUTIVE CUM HR ASSISTANT                        
December 2009 – December 2018                             

· Provide support to the HR and Administration Manager and Sales Managers.
· Maintain necessary arrangements for travel booking, hotel reservations, meetings and independent correspondence and drafting letters.
· Arrange accommodation for VIP guests.
· Develop and maintain a filling system, ensuring files are kept up to date at all times and extracting information from files as and when required.
· Maintain and update of personnel file, school fees, memos, annual ticket, vacation leave, company cars and monitor expiration of registration, employees insurance and company insurances.
· Prepare visa application, contracts, guidelines, bank application and other required documents for the new employee’s. 
· Responsible for trade license renewal.
· Prepare letters for Visa application, No Objection Certificates, Salary Certificates, Renewal of documents i.e, Residence Permit and Health Card.
· Coordinate with the accounts department for the monthly salary, deduction of personal telephone bills and personal courier charges.
· Check the monthly expenses for the MD/Sales Manager’s reimbursements and suppliers (Etisalat, Dnata, Dewa and other suppliers).
· Maintain all confidential important files and other legal documents of the company and regularly maintain an organized functional filling system of all to facilitate easy access for others.
· Prepare purchase requisition for office supplies and equipment.
· Petty Cash Custodian
· Perform additional duties and assignments, as requested.


RECEPTIONIST
November 2007 – November 2009                         
                                                           
· In charge of the front desk – maintain a friendly assistance to coming guests and clients.
· Handle and maintain communication flow of the Company – incoming and outgoing calls, documentation, correspondence, updates, company contacts, filling and other pertinent tasks that may be assigned from time to time by the Management and staff.
· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing and filling.
· Prepare the conference room during meetings and organized refreshments.
· Coordinate with the contractors for the office maintenance, i.e. A/C, lightings, furniture’s and office machineries.
· Record all incoming and outgoing documents and responsible for courier.
· Open, sorts and distributing all incoming correspondences, e-mails including faxes to the staff’s trays.
· Maintain a regularly updated database of all the suppliers, clients and other contacts for mailing and easy communication purposes.
· Order for Corporate Stationary and Business cards thru EBP.


WATT ELECTRICALS LLC
Dubai – U.A.E

SECRETARY
July 2005 – October 2007                                                                                         

· Maintain all incoming emails, forwarded to the general email ID and route the same to the concern sales executive / departments and maintain an organized filing system for the same.
· Prepare self correspondence in respond to client inquiries, follows ups, and complaints as well as other day to day written communication of the sales team.
· Type sales quotations, supplier inquiries, purchase orders, cash invoice, proforma invoice. 
· Coordinate and negotiate overseas supplier inquiries by following up on offers for competitive pricing and earliest material availability; and in the event of order confirmations organized shipping arrangement with the suppliers and forwarders to assure timely receipt of materials. 
· Maintain day to day calendar of the GM and prepare travel arrangement, hotel bookings, meetings and conferences both for the GM and other senior executives.
· Handle and screen all incoming calls for the MD’s office and take down messages whenever possible with full precision. 
· Act as a central fax operator and received all general faxes forwarded at the company’s central fax system, and route inquiries, quotations and other incoming fax correspondence to concern sales executives and departments while maintaining an organized filling system for the same.
· Handle all courier related services and tracking of documents for both incoming and outgoing.
· Assure availability of office supplies at all times.
· Full admin support that requires assistance to business related works.


PHILIPPINE LONG DISTANCE TELECOMMUNICATION
Manila, Philippines

CUSTOMER SERVICE
May 2004 – November 2004                    

· Provide telephone directory assistance to customers on the move.
· Handle customer business matters in a warm, friendly, conscientious and tactful manner to develop and promote the highest possible degree of customer relations.
· Handle customer calls in timely manner. Provide consistent, higher quality service and accurate information to customers.
· Manage difficult customer situations and responds promptly to the needs of the customer.
· Develop ability to work in a fast-paced atmosphere.
· Maintain excellent customer relations and develop customer rapport.
· Diplomatically resolve customer complaints on as-needed basis.

EDUCATIONAL ATTAINMENT

· Philippine School of Business Administration	
· Bachelor of Business Administration (Major in Banking & Finance)
· Manila, Philippines
· 2000 ~ 2004 Diploma

· Great Plebeian College
· Philippines
· 1996 ~ 2000 Graduate

· San Roque Elementary School 
· Philippines
· 1990 ~1996 Graduate


           TRAININGS ATTENDED 

· Advanced Excel 2010 (Nadia Institute)
· Executive Personal Assistant (Nadia Institute) 
· Stress and Time Management (Select Institute)

PERSONAL INFORMATION

Date of Birth		:	January 11, 1983
Age			:	37 years old
Civil Status		:	Married
Nationality		:	Filipino		
Visa Status		: 	Employment Visa (Free Zone)




