PERSONAL SUMMARY
A hardworking, pro-active individual with more than 6 years of professional experience, with an upbeat and positive attitude, who is looking for an opportunity to make a big difference in a successful organization. Possess proven abilities and skills. Results driven and able to use initiative to develop effective solutions to problems, and having an active and dynamic approach to work and getting things done efficiently.

Always delivering results against strategic objectives, whilst working within the organizations core values and beliefs.

Looking for a suitable position on an ambitious organization that offers genuine room for progression. 
COMPETENCIES:
· Establishing effective operating policies, lean initiatives and processes.

· Comprehensive understanding & experience of purchasing strategies and inventory management.

· Resourceful and well organized.

· Extensive knowledge of purchase order systems and related software.

· Ability to manage multiple priorities.

· Excellent analytical, critical thinking and strategic skills.
· Excellent Knowledge in MS Office, Windows application and Networking

· Excellent Knowledge and Experience in drafting business letters and business correspondences.

· Comprehensive Knowledge and Experience in Sales & Marketing, Document Control, Secretarial and Administrative duties.

· Completed Internal Auditing Course Certified by Bureau Veritas.
PROFESSIONAL EXPERIENCE
Position: Purchasing/Logistics Coordinator/Executive Assistant/Secretary
Company: Nashwan Technical Equipments 

Abu Dhabi U.A.E

Oct 2008 up to present.

DUTIES AND RESPONSIBILITIES
· Responsible in handling all the Logistics Activities of the Company. Mainly in
      sourcing and procuring spare parts for Aircraft and Military Heavy
      equipment materials that are requested by the customer.
· Secretarial Duties
· Sales and Marketing
· Providing Executive Assistance to the CEO.
· Administrative duties and Document Control

· Assisting the QMS representative on maintaining and updating the QMS records and documentations as per the ISO 9001:2008 standards.

RFQ/LOGISTICS ACTIVITY
· Customer RFQ Data Acquisition and Filing. - Entering all the required data on the RFQ data base i.e.; customer RFQ reference and date, part number, item description, uom, required quantity, and bid closing date.
· Supplier RFQ emailing, filing and follow up.
· Quotation Preparation -verifying all the data supplied on the supplier quotation corresponds to the requirements of the customer. i.e., part number, item description, quantity, condition and delivery time. 
· Building an excel calculation to include necessary mark up, import shipping cost i.e. transportation, customs, clearance, bank transfer charges and any charges that may incur during the process.
· Building quotation on a template used on the data base including the references of the customer.
· Submits the quotation to the customer for approval.
· Development of Spare parts Supplier by means of sourcing military aircraft spares parts and other military platforms suppliers internationally thru the internet.

· Verifying the supplier’s qualifications by identifying their capabilities and if the parts they are supplying are delivered with the required certifications and documentations.
· Proposing business opportunities to the prospective suppliers to collaborate on supporting the customers’ requirements.
· Acceptance/ Delivery Follow up.
· Supplier Delay Follow up by closely monitoring the receipt of the items ordered from the supplier and its timely deliveries. Obtain shipping documents i.e. airway bill / bill of lading for easy track and trace, along with the required documents for customs clearance.
· Preparation of the Payment Status Sheet by recording/listing all the deliveries made including all the references i.e. customer reference, invoice reference, delivery date and the total amount.
· Preparation of Bank Submission Documents for Payment and all the necessary documents for the bank needed for the processing of payment.

· Updating payments on the accounts receivable data base.
SECRETARIAL DUTIES:
· Answers phone calls promptly and provide information to routine inquiries or route calls to appropriate staff.
· Take messages for unavailable employees and communicate these messages to the proper personnel in a timely manner. 
· Schedule appointments for department employees as required. 

· Prepare Business correspondences e.g., letters and emails.

· Perform intra-office pick-up and deliveries as needed. 
· Handling document repartition, filing and follow up.
· Office supplies purchasing and follow up.
DOCUMENT CONTROL:

· Contributing with the help of QMS Representative to maintain and update the QMS records documents (inquiries register, supplier’s evaluation, supplier’s authorization, and customer feedback forms, documentation master list, training plan and products performance analysis). 
· Coordinate the activities of distribution of documents, tracking and reporting on document review progress. Work independently to facilitate group activities.
· Maintain procedures for maintaining documents and change control of documents.
EXECUTIVE ASISTANCE:

· Respond to complex inquiries for information from principals and the executive team, and refer to other staff where appropriate

· Coordinate and make travel, meeting arrangements as requested.
· Maintain appointment schedules/calendars as requested.
· Coordinate office activities and schedules.
· Perform or oversee executive office clerical duties such as filing, distributing mail, and typing and/or creating a wide range of letters and other material.
· Coordinate annual Strategic Retreat.
· Assist with development/administration of strategic plan.
· Assist in preparing policies, procedures, operating manuals, written material, budgets, forms, charts and/or other documents.
· Compose and/or type letters, reports, memoranda and other documents which may include contracts, proposals, technical documents, statistical and/or special forms, budgets, and charts, including proofreading for accuracy

· Prepare draft reports and documentation; provide administrative support to the CEO, including preparing the agenda, assembling background materials, taking/transcribing minutes of meetings, etc.

· Maintain and track vendor agreements, company facility leases, sub-contractor files and contracts

ACADEMIC QUALIFICATIONS
· College: Guagua National Colleges    2004-2006
· Course:  Associate in Business Administration
Certification on Internal QMS Auditing Based on ISO 9001:2008
Bureau Veritas - November 2012, 
UAE
PERSONAL SKILLS:
· Results orientated.

· Leadership and influencing skills.

· Attention to detail.

· Handling critical issues.

· Capable of making important and strategic decisions.

· Communication and interpersonal relations.

PERSONAL  BACKGROUND
· Birthday : March 8, 1988
· Age : 26
· Status : Single  
· Height : 5’5”
· Citizenship : Filipino
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