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Senior Executive Secretary/Section Manager

	Address: 54 Purok 2, Imok, Calauan, Laguna
Phone No.: +63 969 059 3332
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Date of Birth: May 13, 1979
	

	
	
Profile Summary
	

	
I am a Bachelor of Arts major in Economics graduate with 21 solid years of experience in supporting teams specifically C-suite executives I am a detail-oriented Senior Executive Secretary with expertise in corporate event planning, scheduling, administrative tasks, travel coordination and other office management tasks. I have strong organizational and planning skills, discretely handling highly confidential information and managing multiple priorities. I can effectively work independently or with a team to complete task on the committed schedule. 
 
	

	
	
Professional Skills
	
	
· Excellent written and oral communication in the English Language
· Ability to multitask and prioritize tasks.
· Excellent time management skills.
· Well-developed organizational skills.
· Attention to detail.
· Customer Service Skills
· Event Oversight
· Scheduling
· Record Maintenance
· Collaboration
· Excellent computer skills – Microsoft Office Word, Excel and PowerPoint and Microsoft Outlook.  

	

	
	
Education
	
	
· Canossa College 
San Pablo City, Laguna
         Bachelor of Arts Major in Economics
March 29, 2000
Graduated 

· Liceo De Calauan
Calauan, Laguna
High School
March 1996
Graduated 	

	  

	
	
Training/Seminar
	
	
· Training for Executive Secretaries
Dusit Hotel – September 2002
· Telephone Techniques Etiquette 
Automated Technology (Phil.) Inc - March 2007
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Senior Executive Secretary / Section Manager (Exempt) | Automated Technology (Phil.) Inc. 
Cabuyao, Laguna Philippines. (August 17, 2002-Present)

Job Summary: Responsible for assigned administrative functions related to supporting the various operations under executive office; attend to the requirements of the office of the Chairman and President & CEO; perform general secretarial functions. 

Job Duties and Responsibilities:
· Manage the day to day operations of the executive office; screens phone calls, handles request and queries and arranges appointment with guests, suppliers and customers.
· Act as the point contact between the executives and internal/external clients and process any related request i.e purchase request, request for payment. Provide quality customer service and maintain customer confidence and protect operations by keeping information confidential.
· [bookmark: _GoBack]Coordinate and preside activities for the President & CEO and Chairman of the company.

· Coordinate with the Board of Directors for important matters. 
· Handle the preparation of major activities under executive office such as Quarterly Operations Review, Board of Directors’ Meeting, Business Planning and Management Meeting. 
· Responsible for taking down minutes of meetings and handles the following up of action items assigned to managers and directors.
· Preparation of correspondence – encode memo, faxes, letters and presentation materials.
· Maintain a systematic file of correspondence, memos, reports and other important data and document.
· Ensure that things needed during visits of customers and guests are prepared and schedules properly coordinated.
· Handle and monitor the billings for service providers.
· Maintain confidential files.
· Other task may be assigned.

Administrative Functions:
· Provide assistance to Human Resource Director in logistics preparation in every activities and programs that will be conducted such as company Christmas party, Sportsfest, Team Building Activities, Management Trainings, etc. 
· Maintain office supplies inventory and generate request for all department.
· Schedule and organize complex activities such as meetings, international travel, conferences, and department activities for all members of the executive team.
· Handle the processing of travel documents such as visa and passport application of local employees and expats and visitors.
· Handle hotel & flight reservations for company's customers, guests and employees.

Import-Export Coordinator | Kawasho Steel Corp.
Laguna Technopark Inc., Binan, Laguna (April  2002 – August 2002)

Job Summary: Responsible for administrative functions related to shipments and claims; attend to the requirements of the President and Marketing Manager.

Job Duties and Responsibilities:
· Prepare the documents needed for shipment.
· Perform the filing of claims in favor of the company for damaged coils received. 


Team Leader/Area Supervisor | Waltermart Supermarket IGA 
Sta. Rosa, Laguna (November  2001 – February 2002)

Job Summary: Responsible for handling the subordinates assigned and attend to the requirements needed by the Branch Supervisor. 

Job Duties and Responsibilities:
· Manage the section assigned such as monitoring of inventory, sales and maintenance of orderliness. 
· Responsible for supervising and assigning of task to subordinates.
· Perform other duties may be assigned such as cashiering.


Customer Service Representative | Waltermart Supermarket IGA
Sta. Rosa, Laguna (September 2001 – November 2001)

Job Summary: Support customers with inquiries on products and services.

Job Duties and Responsibilities:
· Handle customer concerns and relay it to the Branch Manager. 
· Handle the promotion of the store such as offering membership cards, product promos, etc.
· Handle the weekly customers’ survey. 
· Build sustainable relationships and trust with customers through open and interactive communication.
	



