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Eireen.311465@2freemail.com 
Eireen 
	Objective
	
	To continue my career with an organization that will utilize my Supervisory & Administrative skills to benefit mutual growth and success.

	Skills
& Abilities
	
	Effective communication skills with excellent conflict resolution ability.

Strong background in administrative works, Import and Export documentations including JAFZA procedures and policies. 

Work within a busy office environment, and support office teams in order to ensure the smooth running of day-to-day activities.

Accounting knowledge and hands on with different ERP software.



	Experience
	 
	Logistics / Operations Supervisor                      April 29, 2013 – September 2016 

UNITED CHEMICALS INTERNATIONAL FZCO, JAFZA, DUBAI, UAE 
Lead the team for operations and office administration. 
Managing efficient exchange of communications between Accounts, Sales and Admin teams.
Determines and assigns delivery priorities for customer orders. Examines the cost of delivery/shipment operations to improve operational efficiency.
Processing the Sales Order, Invoice, Purchase Order, Quotation and Proforma Invoice.

Close relationship with customer and supplier to ensure smooth transaction.
Preparing shipping documents (Import/ Export), customs documentations, Certificate of Conformity, Certificate of Origin from Chamber of Commerce, Bill of Exchange, Duty Exemption, and Letter of Credit and Bank Draft.
Liaising with freight forwarders, obtaining quotes for transportation by land, sea and air and making cost comparisons. 
Scrutinizes and verifies for payment all vendors bills related to the purchase of goods and services.

Obtaining permits from Dubai Municipality, Ministry of Health, Ministry of Foreign Affairs, NOC from Dubai Police for Import/Export of restricted chemicals. 

Obtaining the approval and maintain the record  for Environment, Health and Safety (EHS), Dubai Civil Defense, Health Insurance, Vehicle Insurance, Third Party Insurance, Workmen’s Compensation and  Property All Risk Insurance. 

Organizing the training for First Aid and Fire Safety at EHS approved third party agencies.
Ensuring all company registrations, third party contracts are valid and correct.
Other duties as assigned. 

Admin Executive  /Logistics                      June 2006 –  March 2013
al jedar trading, Sharjah, UAE

Maintaining customer relationships.
Liaising with international suppliers to ensure all issues are resolved and escalating where necessary.
Ensure the Invoice, Packing List, Bill of Lading and Certificate of Origin are correct. 
Updating and Controlling the Stock, Analyzing the Movement and Preparing the Purchase Order. 
Prepares Quotation, Proforma Invoice and processing the shipping documents for export. 
Handling the Import/Export shipments and Admin issues for all the company’s branches in GCC.
General Admin Activities.
Admin Assistant Supervisor        March 31, 2004 – June 13, 2006

Sahagun Private Investigation and Consultancy Services
Carmona, Cavite, Philippines

In-charge in supervising the operations nationwide.
Coordination to Human Resources and Security Departments.
Responsible in the drafting and editing of final reports with the information gathered by our Associate Investigators for final submission to multinational clients.
Establish and maintain comprehensive and confidential files on personnel, policies, records, reports, reference materials.
Prepare requisitions, Purchase Orders, Billings, Quotations, routine documents and other forms of communications.
Performs and attend other related business duties as required and assigned.

	Education
& TRAINING
	
	Central Mindanao University                                April 19, 2003
University Town, Musuan, Bukidnon, Philippines

Bachelor of Science in Business Education 
CEDARS - JEBEL ALI INTERNATIONAL HOSPITAL          2014 & 2016
Jebel Ali, Dubai, UAE
Heart Saver First Aid CPR and AED 

	Personal InFormation 
	
	Date of Birth

: December 5, 1981          
 Citizenship

:  Filipino
Civil Status

:  Married

Languages / Dialects
:  Fluent in English and Tagalog


	
	
	


