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EMELYN
EMELYN.149345@2freemail.com   
CAREER PROFILE
An experienced HR, Administration, Purchasing and Logistics Professional with more than 9 years UAE experience. 
PROFESSIONAL EXPERIENCE
Purchasing Assistant

RELY BTL Production and Services, UAE
September 2012 – November 2016

· Requested quotation from suppliers and reviewed items as per the quality and price of the

product for manager’s approval.

· Processed purchase order and coordinated with the supplier for the delivery of materials.

· Scanned documents and maintained files, documents and reports.

· Monitored machine/equipment on a monthly basis for service/repair in each department.

· Prepared monthly report allocation for every project.

· Coordinated  the clearing of shipment for the import materials.

Assistant Purchaser -  HR Support Desk Assistant

Van Oord Middle East Ltd, UAE
October 2011 – April 2012
The company has major projects in Dubai namely: Palm Jumeirah (the first palm island), The World (an extraordinary land reclamation project and Palm Deira (still under construction).

· Prepared and processed visa application and Emirates ID of newly hired employees.

· Prepared monthly report allocation for designated fleet vessels.

· Checked emails coming from fleet vessels for their orders.

· Requested quotation from suppliers and provided information for approval of the final supplier.

· Processed purchase order and coordinated with supplier for the delivery of materials.

· Archived and filed corporate documents, records and reports.

Senior Administrative Assistant -  Material Controller

Dubai Metro Project  

JT Metro Joint Venture (Obayashi-Kajima-Yapi Merkezi), UAE
October 2007 – July 2011 
Dubai’s  flagship mass transportation project.

· Implemented company policies and procedures at the site office and monitored compliance on car servicing, accident repair and rent-a-car.

· Coordinated 527 vehicles for employees’ transportation, managed rent car rentals and the daily requirements of 650 drivers like petrol, Salik and allowances.

· Monitored monthly vehicle maintenance and repairs, driver’s traffic fines and violations and rent-a-car service.

· Prepared requisition orders and purchase orders with credit terms and processed payment of supplier invoices on a monthly basis.

· Monitored daily balance of Salik for Obayashi, Kajima and Yapi accounts to avoid penalty.

· Monitored EPPCO transactions for payment and prepared monthly cost allocation per site based on the EPPCO monthly report transaction.

· Prepared monthly cost report allocation for drivers, vehicle servicing repair, damaged vehicles due to accidents, vehicle rental cost and Etisalat.

· Filed and retrieved corporate documents, records and reports.

· Monitored daily consumption and prepared requisition order for office supplies.

· Prepared sales order and disposal form for all the scraps and used office equipment, plant machineries, mechanical tools, vehicles and portacabins. 

EDUCATIONAL BACKGROUND
2005

Bachelor’s Degree in Computer Engineering
Central Colleges of the Philippines, Philippines

SKILLS

Sage Timberline, ERP 
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