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OBJECTIVE
I aspire to become a member of a highly reputed organization where I can utilize my professional and experience and acquired excellent skills in the field of documentation, Secretarial and Purchasing Coordinator Assistant.
KEY SKILLS

·      Provide support for General Administrative Works
·      Knowledgeable in handling Reception
·      Primary responsibility is to coordinate and perform the entire quotation process for contract services
·      Well versed in Documentation Control
·      Organize and coordinate meetings, conferences , travel arrangements
·      Ability to work with minimal supervision
·      Excellent time management, organization and multi-tasking skills
·      Willing to cooperate with colleagues in order to attain company’s objective and goals.
Experience:

Nov. 2014 – Jan 2015: Receptionist cum Admin


Dubai, UAE.


Receptionist cum Admin
· Answering Telephone, intercoms and routing them to the employees accordingly.
· Monitoring and sorting of email to print and forward to concern person.
· Preparing and sending Normal Quotations.
· Everyday follow up for forwarded quotations.
· Receiving incoming documents such as Letters & Fax.
· Maintain record of incoming and outgoing communication.

· Handle personal documents such all important documents and does other duties.

· Maintenance Staff Attendance.

· Updating Microsoft database management such as: Inquiry, Quotation, Purchase Order, Client List, 
        Inventory Usage and consumption Lists, Vendors/ Suppliers List.
· Receiving Applications send acknowledgement letters/ call to candidates who have applied for such positions.
· Managing Attendance, Sickness & Absent Records.

· Preparing LPO and updating a list of all materials, items, tools that purchased using issued LPO.
· Preparing MIR form and to forward to In-charge and coordinator for official checking.
· Sending Inquiry for new project as per job order and for official inventory as per staff request. 
· To prepare Job Order of client approved quotation.

Jan. 2014- Oct. 2014: Receptionist, Admin Assistant, Purchasing In-charge
SAFETY LINE  Safety Equipment Installation LLC- Ras Al Khol, Dubai, UAE.
Receptionist:

· Answering Telephone, intercoms and routing them to the employees accordingly.
· Monitoring and sorting of email to print and forward to concern staff.
· Preparing and sending Normal Quotations.
· Preparing Monthly Quotation Report.
· Everyday follow up for forwarded quotations.
· Suppliers Evaluation

- To send pre qualification forms to all supplier in annual basis. 

Admin Assistant:    
·       Receiving incoming documents such as fax and letters.

·        Handles personal documents such Medical Files and all important documents and does other duties       
·        Maintain record of incoming and outgoing communication.
·        Identify / Organize / soft and follow up communications / documents for appropriate action.
·        Receive and distribute all incoming faxes and route them to the proper departments.
·        Maintenance Staff Attendance Register.
·        Arranging for New/ Renewal/ Cancellation of Employment Visas.
·        Arranging Air Tickets for staffs (Annual Leave/ Emergency Leave/ Termination).
·        Maintaining a record of all the Staff Employment Visa/ Labor Card Renewals.
·        Updating Microsoft database management such as: Inquiry, Quotation, Purchase Order, Client List, 
                                       Inventory Usage and consumption Lists, Vendors/ Suppliers List.
·     Filling Documents; Suppliers, Clients, ISO files, Legal, HR.
·     Receive applications, record in HR and send acknowledgement letters/ call to candidates who  
                                       have applied for positions.
·     Managing holiday, sickness, attendance and absent records.
Purchasing In-Charge:

· To update a list of all materials, items, tools that purchased using issued LPO.
· Preparing Comparison report
· Preparing LPO.
· Preparing MIR form and to forward to In-charge and coordinator for official checking.
· Sending inquiry for every new project as per job order.
· Sending inquiry for official inventory as per staff request.
· To prepare Job order of client approved quotation.
Previous Experience:
Nov.2010- Aug 2013:  Administration/Office Assistant,
· CMS-UK Shipping Services & Crew Management- Yangon, Myanmar.
Dec. 2009-May 2010: Admin /Office Assistant,   
· Asian Resource Foundation(Myanmar)- Yangon, Myanmar.
Dec 2008-Nov 2009: Office Coordinator
· Myanmar Resource  Foundation,(Myanmar) )- Yangon, Myanmar
Oct 2006- Nov 2008: Receptionist cum Office Assistant 
· Lwin Meko Trading LLC- Yangon, Myanmar.
Dec 2003-Sept 2006 : Receptionist cum Account  Assistant 
· Aung Nan Taw Language Center. Aung Nan Taw Monastery(3) compound, S/oka,Tsp-Yangon, Myanmar.

Educational Qualification: 
· B.A (Business Management) in 2004 under Yangon University of Distance Education.
Computer Knowledge:
Programming tools
· Microsoft Office (Microsoft Word, Microsoft Excel, Microsoft Outlook & Power Point)
· Surfing on Internet Explorer
· Well knowledge in Internet Browsing skills.
PERSONAL DETAILS
Nationality



 
 : 
Myanmar (Burmese)
Religion





 : 
Islam
Date of birth




 : 
20th Dec. 1982
Marital status



                  
 :                Unmarried
Language known                            


 :      
To Read & Write -English, Burmese.
                                                   
 
 

 :       
To Speak-English, Urdu, Burmese.
Visa Status




 :
Visit  Visa 
The above information’s are true to the best of my knowledge and belief.
