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Skills and Personal attributes:            

· Knows how to navigate Navision Software. (ERP)

· Knowledge in Quickbooks Software.

· In depth knowledge of Microsoft Office suites (Microsoft Word, Microsoft Excel, Microsoft Power Point)

· Knows how to configure Wi-fi and install Operating System and other installers

· Knows how to troubleshoot some errors in computer application and external problems.
· Multitasking

· Knows how to keep commitments

· Responsible, Consistent, Disciplined and Trustworthy
Work Experience:    
PURCHASING ASSISANT / WAREHOUSE INCHARGE
Peach Retail Gourmet / City Deli Branch

Industrial 4 Al Quoz Dubai, UAE
May 12, 2015 – January 31, 2016
Duties and Resposibilities
· Selects vendors, places orders, and may arrange for service contract.

· Follows up on orders to ensure that materials are shipped and delivered on promised dates.

· Maintain records and follow up files of purchases shipments and related matters.

· Maintain files and descriptions of available supplies.

· Products receiving as per HACCP standard.

· Performs related job duties as required.
HOUSEKEEPING COORDINATOR
Waldorf Astoria Hotel Ras Al Khaimah

Hamriyah Ras Al Khaimah, UAE
November – December 2015
Duties and Responsibilities
· Assign guest rooms to Room Attendant & Floor Supervisors

· Manage & Inspect turndown operation

· Confirm completion of room assignments

· Respond & Coordinate guest requests

· Communicate Housekeeping issues to other departments

· Provide a safe & healthy environment for both guests & Staff.
Logistic Coordinator/Admin Specialist/Cashier
IRON TREASURE TRADING

Davao City, Philippines

March 26, 2008 – September 26, 2014

Duties and Responsibilities:
· Document shipments to ensure the compliance with customs rules and regulations.

· Coordinate shipping with customs agents for clearance on overseas deliveries.

· Track the location of the shipment.
· Ordering or purchasing supplies and equipment
· Prepare and manage correspondence, reports and documents.

· Organize and coordinate meetings, conferences, travel arrangements.

· Stock inventory in charge.

· In charge in making payroll.
· Coordinate with suppliers to ensure on-time delivery
Educational Attainment:       
College:                  University Of Mindanao
                               Davao City Philippines
Course:                   Bachelor of Science in Computer Engineering
Year Attended:        2002-2007
Personal Information:       
Sex ​                  : Female
Civil Status​       : Single
Date of Birth     : January 28, 1986
Language         : English and Filipino


