

Sheranie Bronce Villamor
SHARJAH, UAE

0564060393 
anie_14@yahoo.com 




· Objective: To join an organization that will allow me to expand my knowledge 
                          on different fields for which I would be able to utilize my capabilities. 

· Professional Experience:
SALE’S COORDINATOR

SPARE PARTS SALES DEPT.

Al Marwan General Contracting Company LLC

Jan 2015 at present

· Duties and Responsibilities
· Receiving calls from Customer and suppliers.

· Contacting customers.

· Customer Satisfaction.

· Gathering customer information.

· Maintain & Develop relationship with existing customer via Telephone and E-mails. 

· Receiving inquiries from customers.

· Keeping good communication to the customers.

· Evaluate cost of parts and profit.

· Sending enquiries for the procurement of spare parts to various suppliers.

· Receiving quotation for the required parts from supplier.

· Comparing current and last price time to time.

· After receiving quotation from supplier, approving quotation from parts manager.

· Preparing orders to the suppliers.

· Following up for the back orders.

· Preparing invoices and delivery note.

· Document related to purchases dispatching to the superiors & accounts department for verification.

· Filling the documents and keeping record.

HUMAN RESOURCE DEPT.

Al Marwan General Contracting Company LLC.
POST BOX 4174 SHARJAH, UAE
Working as a HR Officer in Al Marwan Group of Companies Sharjah since April 2008 up to Jan. 2015
· Duties and Responsibilities
· Maintain employee’s record in (Profit) the company internal system
· Responsible for passports inventory
· Responsible for preparation of employee’s annual leave and rejoining

· Update employee’s personnel files

· Keep track of those who completed six months outside the country 

· Others Data Entry and Administration works

· Preparation of monthly reports for HR MANAGER such as “on leave”  “rejoined”
· Open Bank account for all the employees and for the newly hired staff (Bank MISR Accounts) (more than 2000 employees) 

· Administrative Support professional experienced working in fast-paced environments demanding strong organizational, technical, and interpersonal skills, ability and commitment will be effectively utilized as to contribute for the continuous growth and prosperity of the organization.
· Updating the master list with details of the staff (joining details, salary details, personal details etc…).

· Recommend, develop and maintain human resources database, computer software system and manual filling systems.

· Managing the passports of the staff and advising PR section on the visa renewals. 

· Receiving the approved leave forms the staff and updating the leave records. 

· Handling confidential information in line with the firms data security protocols.    

· Detail-oriented and resourceful in completing projects; able to multi-task effectively; Capabilities include:

· Customer Service & Relations

· Word Processing & Typing

· Computer Operations

· Filing, archiving, photocopying, scanning & faxing documents. 

· Office Equipment Operations

· Answering and dealing with incoming and outgoing telephone calls
· Administrative work

· Handling confidential in line with the firms data security protocols.

Office Administrator Secretary 

· Duties and Responsibilities

· Handling multifaceted clerical tasks (e.g., data entry, proper filing, records management etc...) as Office Administrator. Coordinating travel arrangement, maintaining data base and ensuring the delivery of premium service to all visitors and co-employees. Quickly became a trusted administrator known for “can do” attitude, flexibility and high quality work. 

· All confidential records have been under my custodianship. Sensitively handle confidential matters including disciplinary proceedings & privileged records.

· Developed most of Official Forms being used by the company (e.g., Leave Application Form, Company Joining Report, Duty Re-joining Form, Salary Advance Form, etc…) and processing those for MD approval.

· Responsible for handling the Reception Area independently.

· Able to assist all staff, from the Helpers to the Managers, as needed.

· Creates personal files for all hired employees and keeping all updated. 

· Attending and screening all calls (incoming & outgoing) and messages.

· Implemented excellent and easy filing system. Earned excellent marks on performance reviews, with citations for excellence in areas including work volume, accuracy and quality; ability to learn and master new concepts; positive work ethic; and commitment to providing unsurpassed service.

· KEY HIGHLIGHTS:

· Dedicated, hardworking and result oriented.

· Sociable, pleasing mannered and having good sense of responsibility

· Self-motivated team player who inspires others.

· Time & task management, organizing and prioritizing effectively. 

· Target setting, delegating and monitoring performance.
· Can work under pressure, ability to work as a member of a team, has personal commitment, efficient, fast learner and has respect for diversity.

· INSPECTOR
TESTECH INCOPORATED

BATINO CALAMBA LAGUNA PHILIPPINES

2006 – 2008

· CASHIER

Central Warehouse

Lanang Davao City Phil.

2003 – 2004

· Skills and Capabilities:
· Computer Operation
· (MS Office, MS Office Tools, Internet Applications, Computer Accessories)
· Adobe Photoshop

· MS Outlook

· Records Management

· Event Management

· Able to work accurately with less supervision
· Effective communication skills both written and verbal

· Educational Background:

· VOCATIONAL COURSE: 
COMPUTER BASE ACCOUNTANCY
AMA Computer Learning Center
Zamboanga City
Graduate (2001-2003)
ON JOB TRAINING 
Bank of the Philippine Island

Zamboanga City

360 hrs (2003)
· CERTIFICATES:
FACE (FILIPINO ASSOCIATION

FOR COMPUTER EXCELLENCE)
MAY – JULY 2010

· ICDL (International Computer Driving License)
· GD1 (Graphic Design1)
FEB – APRIL 2011

· PAB (Personal Accounting and Budgeting)
· Personal Information:
· Date of Birth
:
June 14, 1983
· Gender

:
 Female

· Height

:
  5’

· Civil Status

:
Single
· Language/s

:
English, Tagalog
[image: image1.png]



PAGE  
5


