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Philippines: 00639274981118                                                           email: mgracer30@yahoo.com
	An energetic, committed and service oriented executive level professional with progressive years of work experience in executive and supervisory work profile. Seeks an opportunity to work in any organization to invest acquired skills and explore full range of capabilities. Strongly capable in building excellent professional relationships with managers & colleagues at different levels, adaptable to new roles and responsibilities and promoting teamwork. 

	 10 years of secretarial experience in an executive grade 

 Always maintain strict confidentiality of company records 

 Outstanding skills in business and self correspondence preparation 

 Ability to formulate course of action and implement systems for improvement 

 Holds exceptional skills in dealing with multicultural clients, delivering service at the highest   

   quality standard and also skilled in executing multiple tasks independently. 

 Well versed in preparing reports/presentations, taking down notes, and minutes of meetings. 


Work History 
Senior Administrator /Facilities Supervisor
EMIRATES AIRLINE




                        March 1, 2011 – June 13, 2020
· Responsible for organising meetings and leadership team forums including secretarial functions i.e. maintain the VP’s and Manager diaries within the department, co-ordinate travel plans, itineraries expenses and accommodation arrangements.

· Reminder to the VP & Managers for the response to the incoming letters from the date of receipt.
· Receive and reply mails accordingly with VP & Managers instruction.
· Dealing closely with internal stakeholders such as facilities, finance, IT and HR to facilitate department requirements such as desk movements, changes in org structure etc

· Conduct research, prepare statistical reports and handle presentation packages when required

· Maintain the incoming and outgoing logging sheet.  Filing of documentation through use of project specific filing system as per the ISO process map.  Maintains company’s confidential documents such as contracts, certificates, etc.  
· Manage the efficient maintenance of personnel records for the department, including sick leave, Unpaid leave, absence, overtime claims, promotion, performance feedback, appreciations, attendance exception reporting, etc, as required in line with company policy.
· Keep the pending list for each team 
· Providing administration support related to day to day operations including events, awards and employee of the month. 

· Handle replenishment of office supplies as required.

· Handle and screens incoming telephone calls, where appropriate deals with queries and enquiries within established guidelines or refers calls to others as appropriate.

· Participate in ISO internal audits.

· ISO Coordination, comply with company policy, department policies, quality policy and ISO standards in day to day operations.
Executive Secretary
PROJECT MANAGEMENT GROUP (PMG) 


               Mar. 1, 2009 – Jan. 9, 2011
· Reporting directly to the Senior Project Manager.
· Provides secretarial support in preparing business correspondence (letters, faxes, memorandums and document transfer sheet).
· Maintain the incoming and outgoing logging sheet.

· Ensure distributing the incoming and outgoing correspondence to all receivers as per the Department Document Control flow chart.

· Reminder to the Senior Project Manager for the response to the incoming letters within 7 days from the date of receipt.

· Effective filing of documentation through use of project specific filing system.

· Tracking incoming documents, proposals etc.

· Management of transmittal note system.

· Meeting conference call and calendar coordination.

· Preparation of presentation packages.

· Maintain a correspondence tracking and logging system.

· Document co-ordination between consultants, contractor and client.

· Control of distribution.

· Co-ordination of document control staff.

· Handle all telephone calls as required.
Document Controller 
DUBAI INDUSTRIAL CITY A MEMBER OF TATWEER 


UNDER OF DUBAI HOLDING GROUP



Jan. 8, 2008 – Jan.  14, 2009
· Reporting directly to the Senior Project Manager.

· Maintain the Zone incoming and outgoing logging sheet.

· Provides secretarial support in preparing business correspondence (letters, faxes, memorandums and document transfer sheet).
· Ensure distributing the incoming and outgoing correspondence to all receivers as per the Department Document Control flow chart.

· Reminder to the Senior Project Manager for the response to the incoming letters within 14 days from the date of receipt.

· Reporting to the Main Document Controller for any delay in Zones reply.

· Effective filing of documentation through use of project specific filing system.

· Tracking incoming documents, proposals etc.
· Management of transmittal note system.

· Meeting conference call and calendar coordination.

· Preparation of presentation packages.

· Maintain a correspondence tracking and logging system.

· Document co-ordination between consultants, contractor and client.

· Maintain payment logging system.

· Control of distribution.

· Co-ordination of document control staff.

· Coding and management of invoices where appropriate.

· Scanning / photocopying of documents.

· Handle all telephone calls as required.
Secretary 
SEPTECH EMIRATES LLC 




   Nov. 15, 2005 – Dec. 23, 2007
· Reporting directly to the General Manager 

· Provides general information of the company to the guests.

· Tracking schedules of all incoming and outgoing documents such as letters, transmittal, monthly reports, field memos & other related documents of the assigned project.
· Provides secretarial support in preparing business correspondence (letters, faxes, memorandums, quotations and document transfer sheet)
· Maintains a comprehensive filing system for all other relevant documents using MS Excel format for ease of reference and retrieval
· Organizing the master files of incoming and outgoing correspondences along with the confidential documents.
· Prepares Pre-Qualifications Documents.
· Organize meetings, receive calls and take down messages, monitoring faxes and emails.
· Maintaining and updating company assets.
· Arrange travel bookings / itineraries Staff and Executives. 

· File management of client data files.

· Solicit price comparison from suppliers etc.

· Negotiating with all suppliers regarding Quotations.

· Maintain accuracy of stock records.

· Responsible for all filing, courier and other related functions.

· Handling heavy phone inquiries incoming and outgoing calls.

· Prepares payment vouchers supporting cheque.

· Handles customers’ complaints.

· Handling daily/monthly purchase requisition.

Secretary cum Receptionist 

JUMA AL MAJID GROUP OF COMPANIES 

LEADER METAL INDUSTRIES DIVISION              

        Dec. 21, 2003 - Sept. 20, 2005

· Organizing the master files of incoming and outgoing correspondences along with the confidential documents.

· Handling heavy phone inquiries incoming and outgoing calls.

· Prepares the minutes of the meeting and other office memorandum

· Negotiating with all suppliers regarding Quotations.

· Responsible for all filing, courier and other related functions.

· Provides general information of the company to the guests.

· Handles customers’ complaints.

· Handling daily/monthly purchase requisition.


Educational Background
    PASIG CATHOLIC UNIVERSITY
Bachelor of Science in Business Administration (BSBA)

Major In: MANAGEMENT

1997-2001

Knowledge/Skills
· Office Administration
· Executive Office Assistance 
· ISO Internal Auditor qualified / ISO Team Leader
· Organizing & Planning

· Presentation skills

· Oracle system
· Analytical and problem solving skills

· Strategy & Planning
· Effective written, verbal and listening communications skills

· Computer skills including the ability to operate computerized spreadsheet and word processing programs at a highly proficient level

· Meeting management skills
· Scheduling

· Informing others

Personal Information

· Born 30 March 1980

· Catholic

· Philippine National

· Married

· On Working/Residence Visa

· Passport No. P37137231
· Holding a valid UAE driving license 


