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Rosheal
Mob: 050 5000000
Email: feedback@uaehrzone.com
Academic Qualifiaction

· M.A from The University of Manila
· Short Term Course in Computer Applications like MS Word, Excel, Power point
· Tally Software Package.

Work Experience

Renold Limited, Dubai, UAE– Administration Executive         (Mar’05 till date ).

Job Responsibilities: 

· Assist in the daily operation of the department
· Assist the Department Administrator in overseeing and ensuring events and functions are organized and carried out accordingly. 

· Handling PABX Telephone
· Handling Correspondence

· Maintaining uniform stock stores and distribution of the same among the staff upon request by concerned dept.HOD
· Preparing Monthly Attendance sheet, Overtime reports of staff for the accounts department for the payment of their overtime with salary
· Generating Monthly Attendance report from Time Software, entering the same into Excel Spread sheet for calculation and co-ordianting the same to the HR department
· Maintaining man-hour’s calculation for different departments for various jobs and Projects on monthly basis (weekly upon request) for the purpose of costing a boat upon selling.

· Finding the best quotation and comparison of prices for Hotel bookings whenever necessary
· Organizing transport for staff whenever necessary
· Placing orders for proximity cards and distribution of the same to staff whenever necessary
· Maintaining Employee details using Time Software machine
· Sending and Distribution of Incoming faxes.

· Maintaining proper filing
· Preparing and sending couriers.

· Scanning documents of confidential nature into different formats
· Updating Travel report
· Maintenance of all Leave records
· Allotment of staff ID numbers
· Other Administrative works as and when required.
Son Micro Technologies, Manila, Philippine. – Administration Executive
(Nov’04 till Feb’05)

Job Responsibilities:
· Maintaining proper filing
· Scanning of business cards
· Data entry

· Looking after printing jobs
· Preparing LPO
· General purchases
· Preparing Invoices
· Clearing all outstanding

· Preparing cash vouchers 
Computer Platforms worked on

· Windows’98

· MS word , Excel , PowerPoint
· Internet Explorer , Lotus Notes, Outlook Express, Fire Fox
Assets

· Ability to grasp new ideas and grow in knowledge
· Able to work well with others
Languages known

English, Taghlog, Chinese
Personal details

Date of Birth
: 23rd July 1980

Civil Status

: Married

Visa Status

: Husband Sponsorship
