Ma. Kathrina 
Dubai, UAE
Email: kathrina.150646@2freemail.com 

	Profile

Professional Experience
Receptionist / Document Controller
Admin Coordinator / AutoCad Designer
Facility Coordinator/ Document Controller
  Secretary /                        

  Purchase Officer

Secretary/ Encoder 

Team Leader 

(Technical Field)

Scholastic Record

Certificates &Trainings 

Major Achievements

Skills
Language Spoken
Personal Information
	· Proficient, well-organized, productive and detail-oriented.
· Hardworking, goal-oriented and fast learner individual

· Flexible with ability to work and operate MS Office and AutoCad 2D
April 2016 to November 2016                                            Dosteen Doors Industries LLC  
                                                                               Safety & Security Products, Dubai 
· Receiving visitors by greeting them, in person or on the telephone; Directs visitors by maintaining employee and department directories; giving instructions. Maintains security by following procedures; monitoring logbook; issuing visitor badges.
· Log all incoming and outgoing documents and scanning received documents for soft copy reference. Filing and sorting documents according to quotations, job files, drawings and technical submitals. Arrange necessary documents for delivery. Updating list of Archive Files and Job Analysis.
· Payment follow up and arrange payment collections.
· Checking contracts, LPOs and quotations for Invoicing.
 January 2012 to July 2015                            Blue Galaxy General Trading LLC, Sharjah
Al Aman Gas Cylinders Manufacturing  LLC – Principal Partner  

· Assisted and worked closely with Project Head and Engineers.

· Organized materials for assigned technical staff which may include preparing material/reports  and proofreading material.

· Created design drawing parts for LPG Composite Cylinder
· Attended meetings, conferences, trade fairs, taking minutes, preparing reports, keeping notes and documents.

  March 2010 to January 2012                     German Facility Management LLC, Sharjah                                                         

                                                        Affiliated to Blue Galaxy LLC 

· Responsible for liaison with the Contractors and Clients.
· Kept all details of Contractor for management and control.

· Prepared quotations & invoices for all supplied materials and services.

· Ensured that all requests of clients are attended to and actioned proper documentation is maintained for future reference.

September 2007 to March 2010            Blue Galaxy Building Contracting LLC, Sharjah

· General clerical duties such as copying, filing, emailing and typing.

· Prepared accurate and timely reports needed from time to time.

· Handled and monitored petty cash for office expense.

· Performed other functions assigned from time to time.

September 2006 to March 2007                            Cableworld Inc., Quezon City  Phils.
                                              Partner of PLDT Co.
· Encoded accurate item codes and descriptions for materials such as telephone device, routers, DSL modem, cables and wires.

· Provided up-to-date files of customer lists and service repairs.

Year 2005                                                              ABS-CBN Regional Network Project
Region III Phils.   
· Supervised, coordinated and monitored staff activities to accurate station channel programming and reception.
· Prioritized and assigned work to employees and initiate corrective measures to resolve problems.
· Created technical reports to update the company on the team’s progress.                                    

BS Accountancy

National College of Business and Arts

Quezon City Metro Manila, Philippines

(Undergrad)
BS Electronics and Communication Engineering

Bulacan State University

City of Malolos Bulacan, Philippines

1999 – 2003 (Undergrad)
NEBOSH IGC (Occupational  Health & Safety) April-June 2015

IOSH Managing Safely June 2015,  Risk Management,
  CPR / First Aid  2014-2016

Residential Interior Design 
Level 1 (2014)
Participated to International Fairs:
World LPGas Forum

London 2013
ARABPLAST 2015

Middle East LPG Summit 2015

Dubai
Ability to operate computer application and programming languages  such as:
MS Office (Word, Excel, PowerPoint), AutoCAD 2D
Clean Driving License 2012- 2022
English - fluent in speaking and writing, Filipino –mother tongue

Nationality

:
Filipino
Marital Status

: 
Single



Visa Status                
:           Visit Visa 
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