[image: image1.jpg]Hefing yo tosearch st b & talent since 20021

XGulfjobseeker.com






[image: image1.jpg]
CV NO: 1519008
VISA STATUS: Tourist Visa
[image: image2.jpg]



OBJECTIVE
To be part of a fast growing organization that provides opportunity to progress and to assume a position that would develop skills toward excellence and will allow me to consolidate my education and professional background. Believes that flexibility and willingness to learn new things backed with perseverance and hard work are essentials in pursuing a better career.
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WORKING EXPERIENCE

Artemide Middle East – Jebel Ali Free Zone
January 4, 2015 – September 17, 2015
Job description: ( Sales and Marketing Coordinator / Admin Assistant )

Liaise with Sales Manager, Sales Team , factory in Italy and France and the client to provide the product most suitable to the clients requirements and to ensure that the optimum solution is given to any problem which might arise. Responds efficiently to all incoming sales inquiries through mails and phonecalls

Prepares quotation for all GCC Countries and follow up all projects, and purchase orders

Sends all order confirmations, lead time and bank detail in order for clients to arrange payment.

Send Invoice ,packing list and COO to clients so they can arrange shipment or pick up from our factory

Prepare Progress Report for the Sales Department and outline any development or status of the project.

Sends Statement of Account to Companies and follow up for payments Serves as point of contact with existing market & sales team

Maintains our project list and client database..

Responsible for overseeing any supercharges and evaluating any alterations to both external and internal staff

Colour Power Trading LLC
June 01, 2013 – January 3,2015
Job description: ( Sales and Marketing Executive/Accounts Asst. & Admin Assistant )
Prepares Progress Report / Sales and Marketing Report Handles Purchasing and coordinating with our suppliers Prepare Receivable and Payment summary sheet report

Sends Statement of Account to Companies and follow up for payments In Charge of our Product Inventory.

Prepares Sales Order, Ivoices, Delivery Note.

Serves as point of contact with existing market & sales team

Gather market and customer information and provide feedback on buying trends.

Prepare RMA Reports

Generates business for the company / Visits potential clients for new business.

Provide companies/customers with quotations, packages. Negotiate the terms of an agreement and close sales Identify new markets and business opportunities

Record sales and send copies to the group manager
Represent our company at trade exhibitions, events and demonstrations.

Uniworld FZE / Printec – Jebel Ali Free Zone
December 26, 2010 – May 30,2013
Job description: ( Administrative Assistant  /Sales Coordinator/ Assistant of Accounts )

Prepare Receivable and Payment summary sheet report Prepare Progress Report

Prepare Invoices, Packing List and Delivery Note for our clients Prepare RMA Reports.

Send Statement of Accounts and Follows up for payment Handles online payments under Company’s Account.
Serves as point of contact with existing market & sales team.

Make sure that ordered items are shipped / delivered on time, Tracks shipment.

Filters emails, checks urgent correspondences & attachments. Commissonering, preparing, drafting materials & presentation for the CEO in advance of meeting..

Coordinates travel & accommodation requirements in connection with others & ensure arrangements in place for the Chairman & CEO.

Preparing correspondences and drafting general replies on behalf of the CEO Producing documents within agreed deadlines

Preparing Quotes and all other documents for internal and external purposes..

London Crown 2 Hotel Apartment - Bur Dubai
Nov. 10,2007 – Dec. 14, 2010
Job description: ( In Charge of Reservation Department / Assistant of Accounts )

Incharge of the Reservation Department

Prepares monthly and yearly reports for Company contribution through market segment

Making the Productivity Reports.

Prepares and sends Proforma Invoices to the companies.

Handles the follow ups for the collection of payments by the companies that are still In House and check out guests.

Decides for the rates for the companies that are applying for Corporate rates and credit facilities..

Prepares yearly contracts for Long staying guests.
Prepares documents for those that needs visa application.

EDUCATIONAL BACKGROUND
COLLEGE
School:
FAR EASTERN UNIVERSITY
C.M. Recto Manila Philippines
Course:
Bachelor of Arts in Communication
Major :
Major in Mass Communication
	Year Attended:
	1990-1994



DEMONSTRATED SKILLS/ KNOWLEDGE / QUALIFICATONS

Computer literate : Focus 7, Tally ERP 9, IDS System, Microsoft office, Outlook & Internet Explorer

Experienced in Diary Management, researching & booking travel & accommodation.

Experienced in successfully working with Senior Management.

Have demonstrative experience as Administrative Assistant / Assistant of Accounts in a highly pressurized environment.

Ability to exercise discretion in dealing with confidential or sensitive matter Ability to prioritize & manage own workload amid conflicting demands & busy work periods.

Confident & Able to work on own initiative with limited supervision Ability to multitask & organize

Superb oral & written communication skills Flexible & able to work under pressure.
A Degree in Bachelor of Arts majoring in Masscommunication.
