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Professional Profile

A confident and highly organized Administrative Professional with more than 8 years of experience in Administration and in Human Resourcing environment. Working quickly but neatly to attain the task that I had been given in a professional and efficient manner has been one of my edges and having the adequate experience that I have gained. I’d like to describe myself as a thriving individual for chances of learning new skills to attain further success at work. 

Work Experiences

Job Title: Administration Assistant / Project Assistant / Coordinator
	Company Name: CCS Comservice (B) Sdn Bhd (April 2014 – up to June 6, 2022)
	
· Supervised the documentation team and subcontractors relating to achieve an output tracker and accurate reports
· Completed projects and reports within ahead of deadlines for PAC submission
· Delivered documentation reports for efficient claims within 8 years 
· Coordinated with installers on site progress for updates to relay with UNN management and coordinating team with the daily progress of installation
· Warehouse Inventory of Home connect materials and equipment
· Recognized for high-quality work, and organizational strengths displayed at work

Job Title: Administration Staff/ Secretary
Company Name: FIZIQ Technologies Sdn Bhd & FIZIQ Health Sdn Bhd (September 2013- February 2014)

· Increased companies profit by bringing more clients through CCTV projects 
· Provided cost-efficiency and reduced operational money of company while ensuring the effectiveness and enhancement of services given to customers
· Performed various clerical tasks such as Data Filing and Management
· Provided a tracker using Excel for easy inventory of materials to be used in FTTH (Fiber to the home) project. 
· Purchase order and invoicing for FIZIQ Health and monitoring of sales

Job Title: Transfer Coordinator/ Clerk 
Company Name: MAKATI Express Ltd. (April 2013- September 2013)

· Supervised the Money transfer to Philippines 
· Handled the telephone calls and assisting questions related to the status of customers transfer of Money and Packages
· Daily transactions log and documentation
· Petty Cash assistance for employees

Job Title: Credit and Collection Staff
Company Name: Colent Marketing Philippines Inc. (September 2012 - March 2013)

· Handled the logging and routing of incoming mail, encoding, reception duties, and preparation of outgoing mail
· Resolved telephone inquiries and assisting questions related to the status of customer accounts and financial records
· Composed invoicing for clients’ purchases, sorted records as per status of delinquent accounts for better analyzation and distribution & collection of unsettled balance


Job Title: Administration / HR Assistant / Vault Custodian 
Company Name: JMS Management Services (March - August 2012)

· Administered data entry and records management through checking the integrity of the information submitted resulting to short listings of hiring
· Communicate with different kinds of people and behavior observation through conducted Interviews, examination and recruitment
· Render the monthly employees’ record of performance based in their intrapersonal skills and with leader’s satisfaction at work 
· Deliver the reports and payroll distribution to employees every 15th and 30th of the month


Job Title: Information Assistant (On the Job Training)
Company Name: Social Security System GOV’T SECTOR (November 2009 – March 2010)

· Demonstrated the ability to learn new organizational processes, workflows, policies and procedures with minimal ramp-up time
· Strengthen my preparation for future work ethics and environment
· Interpersonal Skills
· Assisted and dealt with situation under pressure
· Resolved clients’ consultations and inquiries for further services
· Punctuality at always work and respected time

Technical skills:

· Knowledge of Computer Software and Applications
· Use of MS Office: Excel, Word, PowerPoint
· Keyboarding and Document formatting
· Computer data entry and Reception skills

Personal skills:

· Finishing specific project or task within the given deadline
· Flexible, problem-solving abilities, good communication and creativity of work
· Excellent Interpersonal Skills and socialization
· Speaks Bahasa Melayu, English, Tagalog
· Good Memory, Efficient and Speedy

Education

2006-2010 – Meycauayan College – Philippines (Bachelor of Science in Computer Science) 
2006-2003 – Corinthian School – Philippines (Secondary Level)
2003-1998 – Corinthian School – Philippines (Primary Level)
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