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Mobile: C/o 0505891826
E-mail:  melanie.120161@2freemail.com 
Visa Status: Visit Visa
CURRICULUM VITAE

Meilanie Laurito Mapalad
PROFILE

· Having 7 years experience and knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, designing forms and other office procedures and terminology.
· A strong- willed individual, with the necessary skills as an experienced service provider expertise in my field as a graduate of COMPUTER TECHNOLOGY.
OBJECTIVES     

 To take a part in attainment of the company’s mission by enhancing and sharing experience with fellow employees, especially my client/customer and to seek a career within the industry/company wherein I can gain experience that will improve my knowledge and individuality. 

JOB QUALIFICATION

Literate in computer software Microsoft Office Application
CAREER HISTORY
Med Emirates L.L.C., Karama, Dubai – February 2007 to June 9, 2010 
Secretary cum Accounts
Responsibilities:

· Carrying out the day to day duties of front desk reception.
.

· Answering telephone calls in a timely and efficient manner, transferring calls as necessary, dealing with general enquiries, and/or referring clients to the appropriate division.
· Coordinating the delivery and pick up of business related documents (checks, etc.) through appropriate courier companies on behalf of staff and manager. Maintaining accurate records on these transactions and reconciling them with monthly statement of accounts.
· Arranging the delivery of products or stocks to clients for both local and international.

· Reviewing and disseminating incoming faxes as necessary, and assisting with outgoing faxes as time permits. 
· Arranging the documents for import shipment with coordination to the suppliers.

· Responsible for the renewal of Office & Company license. 
· Customer correspondence/communication towards pending payments.
· Preparing invoice, quotation, L.P.O (Local Purchase Order) & quotation request 
· Coordinating and managing relationships with suppliers
· Preparing  purchase orders and expense reports

· Operate computers programmed with SAGE accounting software to record, store and analyze information
· Responsible for the office supplies

· Handling petty cash

· Handling daily transactions in accounts

· Coordinating with clients and follow up pending transactions and payments
· Preparing yearly financial report (expenses & profit) 
· Carrying out any duties that may arise, or as directed, that is in support of the company as   a team.
 Palace Contracting Real Estate, L.L.C., SZR, Dubai – September 2006 to February 2007
 Receptionist cum Secretary





Responsibilities:

· Carrying out the day to day duties of the reception area such as answering telephone calls in a timely manner, transferring calls as necessary, dealing with general enquiries.
· Coordinating the delivery and pick up of business related documents through appropriate courier company.
· Reviewing and disseminating incoming faxes as necessary and assisting with outgoing faxes as time permits.
· Maintaining accurate records
of all transactions and filling documents.
· Entering and updating data in respective data.
· Coordinating with clients for some transactions as directed by the manager.
· Taking notes and correspondences for the manager. 
· Carrying out any duties that may arise, or as directed, that is in support of the company as a team.
PERSONAL DATA 

Birth Date
:
October 1, 1972

Nationality    
:
Filipino

Religion          
:
Christian

Civil Status    
:       
Single

Sex                 
:       
Female
EDUCATION 

College:



Computer Technology (Diploma Course)




 


Technological Institute of the Philippines

 
Certificates:



ICDL (International Computer Driving License)






Graphic & Web Design

INTERESTS

Spending time with family and friends, cooking, singing and arts.
