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KASELYNNE 

Email address: kaselynne.291611@2freemail.com 

· I seeking job in a professional organization where I can display my skills. I have good communication skills and requisite experience as secretary.
· A purchasing assistant position in a big organization to help in the procurement of items by evaluating material quality and services of suppliers and manufacturers

· Highly skilled in performing tier one services such as answering telephones and directing calls
· Hands on experience in preparing reports and forms and proof read existing documents
· In depth knowledge of maintaining liaison between supervisors and internal and external contacts
· Posses high attention to detail

· Skilled in understanding and reviewing purchase orders, invoices, sales and other reports

· Able to communicate with account department on payment matters

· Strong administration and data entry skills

COMPANY: JBF RAK LLC
POSITION:  PURCHASE EXECUTIVE (RM SUPPLY CHAIN)

DURATION: AUGUST 09, 2016 TO PRESENT

· Drafted a list of products to be ordered and got it approved from the purchase manager before placing an order
· Ensure about the cost, quality and availability of product before purchasing

· Maintain and update all sales and purchasing reports for forecasting and cost tracking

· Provide administrative support to the purchase department
· Execution and monitoring of all regular purchasing duties & Coordinate with other departments and suppliers & ensuring that the materials are delivered on time.
· Evaluate purchase orders and find ways for cost cutting

· Coordinate with account department for invoice processing

· Help in daily office routine such as filling, answering phones, operating fax and photocopying machines
COMPANY: TURBOTIM LLC, POWER GENERATION PARTS

POSITION:  EXECUTIVE SECRETARY

DURATION: FEBRUARY 15, 2012 TO JULY 2014
· Provide administrative support to CEO in a timely and courteous manner

· Performed of combination of routine and varying administrative function to implement the office’s administrative programs, policies and procedures.
· Answered a high volume of incoming calls and in-person inquiries from clients and colleagues; treated each person with respect and provided information and referrals.
· Created highly effective organizational and filing systems, including quick and thorough indexing, filing and offsite storage, resulting in easy access to critical information and streamlined office functioning.
· Respond to email enquiries from the general public

· Responsible for word processing collation of official company documents such as annual reports, prospectuses, executive summaries and contracts

· Maintained confidential personnel files for  CEO

· Processed invoices, delivery note, purchase Order, expense reports and reconcile accounts.

· Sending of mail and e-mails to clients and suppliers

MOCOM PHILIPPINES INC.;

POSITION: SECTION STAFF

DURATION: JUNE 17 2010- JANUARY 24, 2011


· Management of administrative department teams
· Greeting of clients and visitors

· Management of holidays, overtime and sick leave

· Filing and sorting of documents

· Data entry

· Answered a high volume of incoming calls and in-person inquiries from clients and colleagues.

On-Job-Training (300 hours)


INTELLECTUAL PROPERTY OFFICE 

351 Sen. Gil Puyat Ave. Makati City 1200 Philippines

Seminar Workshop “Computer Science in Modern Application”

Llave Review and Training Center, Inc.

3rd  Floor Shopping Center Bldg., Plaza Sta. Cruz, Manila

May 4, 2009

Youth Conference in Information Technology 

University of the Philippines Diliman, Quezon City 

February 18, 2010 


· With excellent verbal and written communication skills, my ability to work effectively under pressure and to meet tight deadlines sees me thrive in challenging positions. Discreet and calm professional manner.
· Proficient in Microsoft Word, Excel, PowerPoint, Access, and Outlook.


Tertiary Level: 



Cagayan Colleges Tuguegarao/








University of Cagayan Valley 10’








Bachelor of Science in Information Technology                  
                                                                         (2006-2010)

Secondary Level:



Sto. Tomas National High School








Bulinao Sto. Tomas Isabela, Philippines
Elementary Level:



Canogan Alto Elementary School








Canogan Alto Sto. Tomas Isabela, Philippines 

DATE OF BIRTH: October 13, 1989
AGE: 26
STATUS: Married
NATIONALITY: Filipino

RELIGION: Roman Catholic

I hereby declared that the above furnished information is true and correct through my belief and my knowledge.

KASELYNNE 

            (Applicant)
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