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HIGHLIGHTED CV - FREETO CONTACT



Complete Name

: CRESENCIANA RARA GALDO

Present Address

: Khaleed Bin Al Waleed St., Bur Dubai, U.A.E

Email Address


: crestagaldz@gmail.com
Contact Number

: +97150 1775927






Date of Birth


: 19th January 1984
Nationality


: Filipino

Civil Status          

: Single

UAE Driving License No.
: 573828

Visa Status


: Free Zone Employment Visa

HIGHLIGHTS
· 5+yearsExperience in Administration, 2+ years in Logistics, 2 years in Accounts in the UAE
· Proficient in English communication – Read, Write and Speak
· Computer skills – MS Word, Excel, Outlook, PowerPoint&Basic Peach Tree, Tally 9& SAP
WORK EXPERIENCES
Sales &Logistics Coordinator




June 2013 - Present
Special Steels Middle East FZC
Sharjah International Airport Free Zone, Sharjah, UAE
(Exclusive Distributor of Stainalloy Nederland b.v. for high Grade Pipes, Flanges and Fittings majority for Oil and Gas companies.)

· Registersall incoming enquiries, provides a reference number and forwards to respective sales person.
· Managesall shipping related requirements by Air, sea, courier & road. 

· Furnishes documents for Free Zone Customs Entry/ Exit Clearance and Certificate of Origin. 
· CreatesOutgoing Proforma Invoices & Commercial Invoices to Clients.
· Assists Sales Managersin preparing large, complex quotations and outgoing orders.
· Takes in all incoming calls, qualifies and forwards to the intended person. 
· Controls the record of all Incoming Orders including related documents.

· Handles all Client’s order follow up and other requirements they need in their order. 
· Prepares documents for the Clearance of Materials in stock / warehouse.

Logistics Staff







Apr 2012 – May 2013
Flowtech LLC

Al Quoz, Dubai, UAE
(A specialist supplier of manual and automated valves, actuators, accessories and spare parts since 1996.)
· Monitors proper inventory of stocks in the warehouse

· Checks & analyzes Clients’ Purchase Orders and prepares the Sales Orders
· Pulls out the materials from the Peach Tree system if available in stock 
· Procures the materials from Europe, Asia, & North America factories
· Inquires couriers or forwarders to arrange collection from the factories

· Applies Certificate of Origin from Dubai Chamber of Commerce

· Prepares shipping documents for all clients’ orders ready for dispatch.

· Sends order Acknowledgments &Updates the delivery of the clients orders
Continuation of WORK EXPERIENCES:

Office Administrator






Jan 2009 – March 2012
Janaco International
Bur Dubai, Dubai, UAE

(Supplier of Building Materials in the UAE and other GCC countries;Dealing in quality Architectural, Infrastructural and traffic safety products manufactured in Europe, USA and Far East. It is 100% Owned and managed by UAE National.
· Prepares business correspondence e.g.  quotations and orders through fax, e-mail or courier
· Makes and receives Invoices, Credit notes, Debit notes and Payment Vouchers
· Monitors and keeps track of the Accounts payable and receivable

· Prepares Payroll, Cheques, Telegraphic Transfers, etc.  

· Handles and takes control of office petty cash

· Arranges employee or guest airline bookings

· Receives and screens all incoming calls and forwards to respective person.
· Creates and maintains efficient filing of both administrative and accounts documents
Administrative Staff





Feb 2008 – Jan 2009
Golden Arrow Interiors 

Industrial Area 4, Sharjah, UAE
(Interior & Joinery works contracting company in the United Arab Emirates. Executes turnkey projects in large scale including international airport, showrooms, museums, resorts, malls hotels and Offices.
· Receives Enquiries through e-mail and fax
· Takes in all incoming calls and facilitates the varied needs of callers
· Encodes quotations and makes analysis sheets
· Makes correspondence with clients and suppliers
· Acknowledges Raw Material Requests, Enquires the Suppliers and makes Order Confirmation
· Updates Stock and monitors the material availability 
Call Center Agent (Product Support Representative)

May 2007 – Dec 2007
Synnex - Concentrix Inc.

Cagayan de Oro City, Philippines 

(Business Process Outsourcing – BPO dealing with Linksys Products.) 
· Takes in query calls regarding the company products

· Clarifies complaints on the device and  explain probable causes

· Facilitates on the initial configuration, activates other features on the device and troubleshoots the networking problem as required.
Production Supervisor





April 2005 - April 2006
Jollibee Foods Corporation
Malaybalay City, Philippines

(A Filipino multinational chain of fast food restaurants with more than 2500 stores worldwide.)

· Oversees the crew on receiving the raw materials, cooking, assembly and serving the product

· Monitors the stock, orders the materials based on previous and predicted demand
· Analyzes and updates the production chart to meet the needs of the customers on a timely manner

Continuation of WORK EXPERIENCES:

New Accounts Clerk(Intern)





October 2004 – March 2005 

Bank of the Philippine Islands
Malaybalay City, Bukidnon

(The oldest bank in the Philippines still in operation and is the country's second largest bank in terms of assets, the country's largest bank in terms of market capitalization, and the country's most profitable bank.)
· Entertains queries of clients

· Assists the client to open savings account

· Records the monthly premium of Social Security Insurance

· Takes in the Dollar to Peso exchange and submits it to the cashier

· Files daily reports



EDUCATION
Bachelor’s Degree of Science in Business Administration (85% GPA)June 2001 - March 2005
Bukidnon State University
Malaybalay City, Bukidnon, Philippines

Note: The above qualification is Authenticated &Attested in the UAE Embassy-Philippines and in UAE also.

High School “Salutatorian”





June 2007 - March 2001
Baliwagan National High School
Balingasag, Misamis Oriental, Philippines
CERTIFICATE / ELIGIBILITY / LICENSE
ProfessionalTeacher (Licensure Exam Result: 81.60%)

05th December 2007
Professional Regulation Commission
Cagayan de Oro City, Philippines
CareerService Professional (Eligibility Exam Result: 81.35%)
17th October 2004
Civil Service Commission
Cagayan de Oro City, Philippines
UAE Driving License




Valid Until:
17th January 2025

Sharjah Driving Institute

Sharjah, UAE
CAREER / CHARACTER REFERENCES:
Ali Mehdi Rizvi

Business Development Manager

Special Steels Middle East FZC

SAIF Zone, Sharjah, UAE
Mob: 052 927 7775
Binoey Charles

Finance Controller

Special Steels Middle East FZC

SAIF Zone, Sharjah, UAE
Mob: 055 923 7528
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