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Jeliane 
PROFESSIONAL OBJECTIVE

To obtain a position in the finance, purchasing, administrative and operations Department of your company that will enhance and share my skills and knowledge in the field of office management, finance and inventory management especially proper decision- making, conflict-management and good leadership to support company’s production/operation.

SUMMARY OF SKILLS

· Communication Skills (English, Filipino and Basic Arabic)

· Knowledge on MS Office (Excel, Microsoft Word, PowerPoint, Email, Documentation and Internet Research)

· Knowledge on POS System (Food and Beverages) - ICG
· Knowledge on Back Office Management (Food and Beverages) - ICG
· Knowledge on SAP System (Purchasing and Logistics)

· Knowledge on AS System (Finance and Collection function)

· Planning and Organization

· Leadership Skills

· Adaptability/Flexibility

· Managerial Skills

· Financing Skills

· With UAE Driving License

EDUCATIONAL BACKGROUND
Tertiary



Bachelor of Science in Business Administration





Major in Financial Management





De La Salle - Lipa 

2007-March 2011 

WORK EXPERIENCE(S)

Back Office/Purchasing Coordinator/Sales Executive
July 13, 2013-March 01, 2016
Belhasa International Co LLC (800 Pizza) 

· Maintenance of POS(making sure that prices are updated, new items are encoded and the printers for the kitchen are properly working)

· Maintenance of online ordering system

· Back Office Management(purchases of raw materials are encoded, making sure that the back office is always in line the online system and point of sales)

· Import items from Italy, US and Canada

· Checking Supplier’s Invoice, Certificate of Origin, Health Certificate, Packing List and other documents needed in Importing.

· Working on Municipality clearance once shipment arrives

· Reviews and approves purchase orders before ordering goods as per the assigned budget.
· Process purchasing requests and maintained purchasing logs.

· Contacts vendors to obtain price quotes and performed negotiations
· Ensures that all purchase operations were performed in accordance with company policies and procedures.
· Inspects goods for any defects and missing parts
· Recommends improvements to purchasing procedures for operational efficiency.
· Inventory and Material Management through computation of inventory level and consumption report.

· Making analysis for supplier’s products with low cost but high standards

Making schedule of deliveries.

· Price negotiation and sales of Italian products to the clients

· Making sales invoice for the clients for the Trading Company
· Payment collections and credit notes for the clients

· Preparing annual, monthly & weekly sales & inventory report for the GM
· Calling clients to offer new items and some promotional products

· Assisting clients in their orders and coordinating with the fleet to deliver the ordered quantity on time

· Collecting cheques from the clients and collecting their feedback on the same time.
Cashier/Receptionist/Purchaser/Back Office Staff

February 19, 2012-July 12, 2013
Moms Food Restaurant (Lebanese Cuisine)

· Responsible for accepting bookings and reservations.

· Maintenance of POS(making sure that prices are updated, new items are encoded and the printers for the kitchen are properly working)

· Maintenance of online ordering system

· Back Office Management(purchases of raw materials are encoded, making sure that the back office is always in line the online system and point of sales)

· Managing staff documents and requirements

· Assisting the Manager with the Petty Cash and Day to Day Business transactions with the suppliers

· Making orders with the suppliers for restaurant operation

· Making Payment Vouchers for the suppliers.

Collection Assistant



April 25, 2011-November 14, 2011

`


Cityland Development Corporation (Real Estate Company)

Collection Department

Makati City, Philippines

· Prepares Statement of Account

· Prepares History of Payments

· Prepares Certificates of Ownership

· Computes Term to Cash payments of the Customers

· Prepares Computation for the Customers when there are changes in the mode of payments. 

· Collects post-dated cheques from the new clients

· Assist clients in their payments to avoid lapses

· Updates clients for their pending bills

· AS system management (accounting)

Buyer 1 (Purchaser)





December 10, 2010-April 2011

Amkor Technology Philippines (Manufacturing Company-Semi Conductor)

Multinational Company,
Purchasing and Logistics Department

· Inventory and Material Mangement

· Ensuring there is enough stock of raw materials for production

· Computes inventory level

· Deals with suppliers

· Making analysis for supplier’s products with low cost but high standards

· Making schedule of deliveries and shipments (land, sea and air cargo)

· SAP System Management (purchasing)
Teacher/Student Assistant




May 2007-March 2011
De La Salle Lipa

Educational Institution

· Enforce school and class rules 
· Help teachers with record keeping,tracking attendance and computation of grades
· Getting materials ready for the teacher or setting up equipment like computer
· Help supervise the teachers dring classes, between classes, during lunch or recess and field trips.
ORGANIZATION(S)/AFFILIATION(S)

Vice President for Human Resources

Junior Confederation of Finance Associates of the Philippines

South Luzon Chapter (Regional)
Chairperson

Junior Financial Executives Institute of the Philippines (JFINEX)

De La Salle – Lipa  (2010 – 2011) (Provincial)
Head Committee for Academics

Junior Financial Executives Institute of the Philippines (JFINEX)

De La Salle – Lipa  (2009-2010) (Campus)
ACHIEVEMENT(S)

· Nominee for President’s Award 2011

· Nominee for St. John Baptist De La Salle Award 2011

· Third Honor Awardee – 1st Semester, 2007-2011

· One of the Outstanding Students (Community Service) - 2008

· Leadership Award – 2006 – 2007

· Top Ten RecognitIon for Junior Students – 2004 – 2006

· Highest Recognition - (Sergio Osmeña Award) – 2003

PERSONAL BACKGROUND


Birthdate : July 12, 1990
Nationality: FilipinoMarital Status: Single
Passport No: 

Visa Status:Touris                    
UAE Driving License: 

Notice Period: Can join immediately

CHARACTER REFERENCE(S) 

Available upon request.

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