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PROFESSIONAL SKILLS:
· Computer literate with extensive software proficiency covering wide variety of applications.
· Accounting background having knowledge of Quickbooks and Sage Simply Accounting systems.
· Productive worker with solid work ethic who can work with minimum supervision. 
· High in energy, integrity, flexible, highly motivated, self starter and thrive on long hours of work.
PROFESSIONAL EXPERIENCED:
Universal Paint & Chemical Industries LLC “CHEMIPAINT”

P.O Box 107377
ICAD, Mussafah
Abu Dhabi, United Arab Emirates

July 1, 2008 – up to present
DOCUMENT CONTROLLER:
	Role Responsibilities

	• Develop and implement an electronic filing and archiving system and technical library for easy to issuance, storage, retrieval and management of documents to internal and external customers.

	• Responsible for receiving, circulating and recording incoming and outgoing faxes, emails and hand deliveries.

	• Develop and maintain document control processes for the efficient management.

	• Modify or create forms and checklists when needed.

	• Responsible for overall coordination of controlled documentation within the department including ensuring sequential numbering system in every outgoing correspondence, approved formats are used for correspondences, submittals, transmittals to clients, consultants, subcontractors and within divisions and departments, and all documents reach their destination and are returned. 

	• Supports user requests for documentation and maintain quality records.


ACCOUNT ASSISTANT:

Role Responsibilities
• Responsible in doing customer’s invoices
• Accept payments and issue receipt voucher

• Responsible for the daily cash transactions and remittances

• Attending customer’s inquiry in terms of their outstanding payable and sending them their account statement
• Maintain and update files

SALES COORDINATOR:

Role Responsibilities
• Prepare sales quotations and technical submittals
• Issue sales order to store based on customer purchase order
• Attend customer’s inquiry in terms of product availability and status of delivery
• Prepare monthly sales report for the management
• Coordinate with clients and site based employees (salesman)
• Responsible in sending price inquiries to applicators
• Schedule a meeting appointment with clients and relaying it to managers
• Maintain and update files
PRODUCTION COORDINATOR:

Role Responsibilities
• Prepare daily production plan and batches
• Provide assistance to production manager

• Prepare monthly production report for the management

• Responsible for the daily production batches entry in the system

• Update excel files for fast and easy reference

• Coordinate with the storekeeper regarding raw material stock for order placement

• Assist on raw material inventory

• Maintain and update files

PROCUREMENT COORDINATOR:

Role Responsibilities
• Sending inquiries to suppliers
• Prepare purchase orders

• Follow up regarding material deliveries with suppliers

• Coordinate with accounts department regarding supplier’s payment

• Verify material delivery with storekeeper if invoice and delivery note is tally

• Maintain and update files

RECEPTIONIST:

Role Responsibilities
• Manage enquiries and walk-ins
• Deal with incoming and outgoing calls, emails, faxes, and courier
• Manage staff support
• General correspondences, writing letters
• Assist in the preparation of documents such company profile and submittals 

• Always aim to appear presentable, confident and welcoming

EDUCATIONAL QUALIFICATION:
TERTIARY

1997 – 2002 

Saint Louis College Of Tuguegarao







(University of Saint Louis)







Bachelor of Science in Commerce







Major in Marketing

PERSONAL DATA:
Nationality 
 
:
Filipino

Gender 

:
Female

Language Spoken
:
English, Tagalog, Basic of Arabic, 


Reference

:
Available upon request

I hereby certify that this information are true and correct to the best of my knowledge and belief.
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