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PROFESSIONAL EXPERIENCE
SAFCO GROUP OF COMPANIES – DUBAI, U.A.E
( May 1, 2010 – Aug. 22, 2015)
Supplier of Foodstuff to the Hotels, Restaurants, Airlines and other Catering Companies.
SECRETARY 
· Secretary of the CEO and Directors.

· Answer telephone, screen and direct calls.

· Arrange travel & hotel bookings.

· Distribute mails, internal memos and incoming fax messages
· Preparation and coordination of couriers, packages and deliveries.
· Monitoring and ordering office supplies.
· Send quotations and process paper works related to sales department.

· Payment follow up.
· Assist HR Manager ( staff insurance, medical result follow up, ticket booking and memos)
CAR MART EST.– DUBAI, U.A.E

( December 6, 2003 – March 27, 2010)One of the Supplier of Car Accessories in different Supermarket Chain such as Carrefour, Geant Supermarket, Hyper Panda, Discount Centres in U.A.E. and  other neighboring countries.

PURCHASEOFFICER & ADMINISTRATOR 
· Prepare purchase orders to all suppliers.
· Negotiate with vendors to get better prices

· Coordinate with accounts payable to ensure that vendors are paid on schedule
· Perform daily stock checking (Items for Re-Ordering / Slow & Non moving item)
· Receive original shipping documents from suppliers as well as checking it before submitting to designate shipping companies for clearing. 

· Enter correct Goods Receipt Voucher after receiving confirmation that goods are received in the warehouse. 

· Assign in monitoring the products cost / selling price and performing adjustments such as increasing / reducing of prices. 

· Perform Stock Adjustment if any short/excess items.
· Supervise all personel.

· Manage staff schedule.

· Monitor office and sales operations.

· Assign jobs and duties to the staff as needed.
 WINTELECOM INC.    – ManilaPhils.      

(Sept. 16, 2000 - Jan. 04, 2002)
TECHNICAL ADMIN. STAFF
· Assist customer’s inquiries about technical problems of their mobile phones.
· Prepare monthly report of replacement units  (Bosch, Siemens, Motorolla)
· Encode Sales, Charge, and Service Invoices.
· Store in charge during rest day of the Store Supervisor.
PRIME WASH SAND CORP.  -   Manila Phils.
 (Sept. 27, 1999 to Sept. 5, 2000)
PAYROLL ASSISTANT 

· Prepare Monthly / Weekly Salary.

· Maintain employee leave records and personal files.

· Perform other duties that assigned by the superior from time to time.

Languages: Fluency with high Proficiency in reading, speaking and writing English  and Filipino Language.

Computer Skills: Proficient in MS Office 
PERSONAL DATA
Sex


:
Female

Civil Status

:
Single
Visa Status

:
Tourist Visa

Nationality

:
 Filipino
EDUCATIONAL BACKGROUND

College
           :
Bachelor of Science in Accountancy





Philippine School of Business Administration





1995-1999
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