Ma. Karla A. Olo                            
Mobile No. +971506385949
Street No.3, Discovery Garden, Building 79 – Dubai, United Arab Emirates
Email address: makarlaacostaolo.mko@gmail.com

Dedicated to offering exceptional assistance to team members and clients. Skilled at delivering customer service and administrative excellence, including clerical support.

	WORK EXPERIENCES



(Receptionist/Administrative assistant) Landmark Group (Corporate Office), Dubai UAE – April 2018 to present

· Receiving calls and assisting them with their queries. 
· Communicating with customers through various channels
· Welcoming guests and guiding them for their meetings and directing them as per their requests.
· Complete knowledge about the company and assisting not only the guests but also the employees
· Assist the secretary to carry out daily admin work.
· Updating the monthly Intranet lists of all the different concepts and circulating them to the whole staff.
· Responsible for all incoming and outgoing couriers.
· Receiving cheques and updating the vendors about their cheque collections ones it has been signed.
· Updating the system about the cheques received, dispatched and collected.
· Keeping the tracks of the meeting rooms about their availability and supervising the office assistants for attending the meeting rooms as per their availability.
· Assist in planning & preparation of meetings and conference calls.
· Coordinates the repair and maintenance of office equipment.

(Office Assistant) Landmark Group, Dubai UAE – October 2014 to March 2018
· Monitoring the use of equipment and supplies within the office.
· Dealing with queries or requests from the visitors and employees.
· Coordinating the maintenance and repair of office equipment.
· Assisting other administrative staff in wide range of office duties.
· Collecting and distributing couriers or parcels among employees and opening and sorting emails.
· Cooperating with office staff to maintain proper interaction and a friendly environment within the office.
· Make sure the office premise is clean.
· 
(Clerk) Land Transportation Franchising and Regulatory Board (LTFRB) Legazpi City, Philippines - April 2013- September 2014
· Answer telephones, direct calls and take messages.
· Compile, copy, sort, and file records of office activities, business transactions, and other activities.
· Operate office machines, such as photocopiers and scanners, and personal computers.
· Maintain and update filing, inventory, mailing, and database systems, either manually or using a computer.
· Receiving/Outgoing documents and letters. 



	QUALIFICATION



· Bachelor of Arts in Philosophy (2014) from Bicol University Legazpi City, Philippines.


	SKILLS



· MS Office (MS-Word, MS-Excel, MS Outlook and MS- PowerPoint)

	PERSONAL INFORMATION



Age			28 years old
Marital Status	Single
Nationality 		Filipino
Visa Status		Employment Visa
Languages		English, Tagalog, Bicol, Bisaya








I hereby confirm that all the above information is true and correct to the best of my knowledge.

MA. KARLA A. OLO
       Applicant




