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PERSONAL DETAILS
Job Description



Administrative Assistant/






Vessel Operator/ Purchaser/







Secretary/ Coordinator/

Shipping Executive
Address




Doha, Qatar
Sex





Female
Age





38
Criminal Record



None
Nationality




Filipino
Language




English, Filipino, Basic Arabic
Driver License




Local license- Philippines
WORK EXPERIENCE
May 2012-April 2013


Gearbulk Mgt. Ltd. ROHQ, Manila (Shipping)
Vessel Operator/Administrative Assistant round voyage support

· Reporting to Office Administrator.

· General office administration support and duties.

· Coordinate vessel operations with relevant trade groups.

· Controlall costs associated with the vessel’s voyages and maximize operational efficiency.

· Data input into the US Customs automated Manifest system (AMS).

· Update and maintain vessel descriptions, and maintain GB Agency list in GEMS.
· Weekly updates of schedule for JLTTC and coordination with the TC Desk.

· Maintain the operations and Manila office page in Voyager.

· Planning and organizing meetings and relevant events
Jan2008 - Feb2011



Linden Shipping International, Dubai
Administration Assistant/Secretary/Operation Support/Purchasing
· Reports to the General Manager.
· Prepare entry pass (gate pass) /Exit pass of people or any equipment’s needs to be declared.

· General office administration support and duties.
· Document controlling, filing, archiving.
· Arranging travel bookings for employees and vessel crew.
· Prepares food requisitions of crew on board.

· Arranging all appointments and meetings.

· Assist with Purchasing and Operations for all vessel supplies and requirements.

· Assist with new suppliers and vendor-supplier management.

· Assist the general admin office and the supply chain function

· Arranged courier pickups, distributions and shipping documentation
· Purchasing of all office supplies as required.

· Prepare and issue LPO (local purchase order) requisition notes.
· Negotiate to suppliers for credit note arrangement and deals.

· Follow up purchased order delivery.

· Coordinate and dispatching drivers for deliveries and collections.
Oct.2006- Dec2007



Dr. AsadDajani Specialized Center, Dubai
Secretary/ Receptionist

· General office administration support and duties.
· Assist with accounting and invoicing.
· Received cash and handling petty cash.
· Data input of patient’s medical history.
· Arranging all appointments, bookings and meetings.
· Purchase of all supplies and office equipment.
Feb 2006 - July 2006   


Velotech Inc.

Marketing Executive
· General office administration support and duties.
· Ensure details to Clients about the Company.
· Sales and Marketing
EDUCATION
University 




Bachelor of Science in Commerce







Major: Management







Adamson University Manila Philippines

High School




La Consolacion College Caloocan
Additional




Certificate of Completion
Magsaysay Training Center, Philippines

Certificate No. 12-222-00043
Reg. 222-1205-0021
Accredited by the Panama Maritime Authority
Introduction to Shipping







MOL Training Center, Philippines

Magsaysay Institute of Shipping
Dasmarinas, Cavite Philippines

First Aid and CPR Training


VGB Taft
Basic Safety Management


VGB Taft        
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