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RITSZEL ANN A. DEL  MUNDO


VIRTUAL ASSISTANT


+6399761652948/ 0935-1525318


ritszelanndelmundo@gmail.com














PERSONAL DATA





Address:       Manghinao I, Bauan,


	        Batangas, Philippines


Birthdate:      December6, 1990 (32y/o)


Birthplace:    Batangas City


Gender:        Female


Nationality:  Filipino


Height:	         5’5”


Weight:	         66 kg.


Civil Status: Married











EDUCATIONAL BACKGROUND





Bachelor of Science in Nursing


University of Batangas - Batangas City, Philippines


2011











LANGUAGES





Spoken and Written


	English


	Filipino


	Arabic





SUMMARY OF EXPERIENCE





I have (6) years of collective experiences in both accounting and administrative assistant such as accounting documents, departmental billing, invoices and staff documents.


Assist luxury transportation company’s accounting department with numerous daily accounting activities to assure all customer payables are accurate and promptly processed, proper filling, spreadsheet updates, collate invoices for mailing, faxing and emailing, compiling receipts and invoices for payments, assisting customers promptly with accounting questions, incident reports.


Ability to write detailed information into system and correspondence as necessary


Ability to read, analyze and interpret the client files


Ability to respond effectively and sensitive to clients, showing respect 


Ability to understand and calculate payments for collections 


Ability to handle sensitive information and maintain high level of confidentiality 


Willing to work overtime, holidays and weekends as requested by Accounting Manager





WORK EXPERIENCE


HR ASSISTANT


DEMPSEY INC.


VISAYA AVE. QUEZON CITY


June 15, 2023 – present


Responsible for the daily administrative and HR duties of an organization. 


Handling administrative tasks like scheduling interviews, managing job applications, and maintaining an employee database.


Recruitment Process


Interviewing shortlisted candidate


Answering email, phone calls of the client.


Assist HR Manager and provide other needed information





HR ASSISTANT


THP PHILIPPINES 


BACOOR, CAVITE PHILIPPINES


September 17,2019 – July 15, 2020





Assist with day to day operations of the HR functions and duties


Provide clerical and administrative support to Human Resources 


executives


Compile and update employee records (hard and soft copies)


Process documentation and prepare reports relating to personnel 


activities (staffing, recruitment, training, grievances, performance 


evaluations etc)


Coordinate HR projects (meetings, training, surveys etc.) and take 


minutes


Deal with employee requests regarding human resources issues, rules, 


and regulations


Assist in payroll preparation by providing relevant data (absences, bonus, 


leaves, etc.)


Communicate with public services when necessary


Properly handle complaints and grievance procedures


Coordinate communication with candidates and schedule interviews


Conduct initial orientation to newly hired employees


Assist our recruiters to source candidates and update our database





ADMINISTRATIVE ASSISTANT


SAYED SULAIMAN ENGINEERING CONSULTANT


INDUSTRIAL AREA, DUBAI, UNITED ARAB EMIRATES


October 14, 2014 to March 15 2016





Collating and mailing faxing and emailing invoices and statement


Copy, files, collate, payroll, vehicle maintenance


Update and maintain various spreadsheets


Close out reservations for invoicing and payments


Charge credit cards and run daily batches


Fax and email request for charges and follow up with companies


Update affiliate files, as needed


Assist with payroll


Assist with processing checks for delivery to employees


Contact employees when needed to obtain information for billing and declined cc’s


Assure all driver paperwork’s is properly  processed


Work on various project, as needed;


Able to work under stress, in a high pace environment which includes deadlines


Able to work on windows 7,8 to 10 computer system understand basic spreadsheet, goggle docs a plus


Ability to learn and works proprietary software.





SALES REPRESEMTATIVE/MARKETING ASSISTANT


CHOCOLATE PALACE LLC


JUMEIRAH 3, DUBAI, UNITED ARAB EMIRATES


August 8, 2012–September22, 2014





Preparing statutory accounts


Calculating and checking to make sure payments, amounts and records are correct


Sorting out incoming and outgoing daily post and answering queries























SKILLS & QUALIFICATION





Computer Literate; Microsoft Word, Excel, Power Point and Outlook, Internet


Flexible in work either independent or in team


Self-motivated, fast learner, and willing to do trainings if necessary


Service-oriented, organized, responsible, reliable, and hard-working


Handle customer complaint very well


Fluent in English and Arabic











SEMINARS &TRAININGS ATTENDED





Administration and office management


Document control and record management


Efficient administration skills


HR administration skills


Telephone etiquette skills


Food hygiene level I to IV


Health, safety and environment workshop








Managing petty cash transactions


Managing petty cash transactions


Reconciling finance account and direct debits





MARKETING ASSISTANT


Perform cost-benefit and needs analysis of existing/potential customers to meet their needs


Establish, develop and maintain positive business and customer relationships


Expedite the resolution of customer problems and complaints to maximize satisfaction


Achieve agreed upon sales targets and outcomes within schedule


Supply management with reports on customer needs, problems, interests, competitive activities, and potential for new products and services


	Calculating and checking to make sure payments, amounts and records are correct


Sorting out incoming and outgoing daily post and answering queries


Managing petty cash transactions


Managing petty cash transactions


Reconciling finance account and direct debits





SALES REPRESENTATIVE


BAKEMART LLC


IMPZ, DUBAI MEDIA CITY, UNITED ARAB EMIRATES	


July13, 2011 to August10, 2012





Research market trends, demographic, pricing strategies and other relevant information that helps managers and directors develop marketing plans


Analyzes surveys, polls and other market research and look for patterns and trends


Delivers reports on research finding through written documents and verbal presentations


Assist in creating promotional materials, including brochures, blogs and marketing copy


Helps maintain social media accounts for brands, products and services


Helps maintain excellent client relationship through superior customer services skills









































