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Arianne
Arianne.312672@2freemail.com  
 
	OBJECTIVE
	To seek position where I can fully use my skills and capabilities through continuous training and contribute for the attainment of the company’s goal.


	

	WORK

EXPERIENCE
	    December 1, 2014 – Present    Advertising Designer   MEDAD STUDIES AND RESEARCH CENTRE
                                                                                               Al Bateen St. corner Corniche Rd., Abu Dhabi, U.A.E.
Duties and Responsibilities
· Create designs of Infographics and Magazines for news articles both in English and Arabic Languages. 
· Contribute in the creation of motion graphic scenes for the Graphic News Animation.
· Facilitates in the production binding of the infographic news compilation and news magazines.
· Assist and participate in the studio preparation set-up for video recording.

· Production Machines: Canon Perfect Binding Production Machine; HP Large Format Indoor Printers 

           Design Software: Adobe Photoshop; Illustrator; Corel Draw;  InDesign; Adobe After Effects 
    April 28, 2014 – November 6, 2014    Designer/Production Coordinator   PLANET SIGN ADVERTISING
                                                                                                                              Deira, Dubai, U.A.E.
Duties and Responsibilities

PRODUCTION COORDINATOR
· Coordinates production schedule and client approved orders to the production supervisor.
· Coordinates special instructions to the production staff.
· Facilitates machine and software operations: File back-ups; Machine maintenance
       (HP Large Format Indoor Printer; Mutoh Large Format Outdoor Printer; Graphtec Cutting Plotter; 

        CNC Router Cutting Machine; Cold Laminating Machine; Laser Spot Welding Machine; Channellume   

        Molding Machine)

GRAPHIC DESIGNER
· Final file setting for production: Roll-ups, Light box, Free stands, Banners, Screen printing, Fleet Graphics, etc.
· Creates draft layout for customers' signature requirements for finalization and approval. 
· Corporate Giveaways and Personalized Gifts: Lanyards, Mugs, Badges, Caps, T-shirts, etc.
        Design Software: Adobe Photoshop; Illustrator; Corel Draw;  InDesign 

SALES
· Entertains walk-in customers and attend to their advertising requirements.

· Create and send initial price quotation to customers through emails.
· Follow-up on customers' requirements through emails and phone calls.

· Attends to the customers' inquiries received through emails.      
  July 2012 – September 2013            PROPRIETOR                    W.A.L.T.S. ENTERPRISE
                                                                                                          Phase 3B B4 L17 Pacita 1, Binan, Laguna, Phils.
Duties and Responsibilities

ADMIN
· Manage a company engaged in trading and supply of industrial products, machines and calibration services
· Filing of pertinent documents like business permits and government duties and taxes
· Monitoring of the sales and accounting records for planning and evaluation

· Managing financial cash flows: Payments and collections schedules
SALES
· Managing portfolio of accounts; 
· Developing new clients through area visit at Industrial and Manufacturing Companies
· Dealing with customers’ on-site requirements by providing variety of products and solutions based on quality and cost; Provides after sales customer service and technical support

· Prepares price quotations and makes the necessary follow-up calls to customers

LOGISTICS

· Overall coordination of on-time delivery of products and services to our valued customers

       PROCUREMENT
· Sourcing different products and materials available in Local and Imported market suppliers
· Evaluation of different suppliers’ product based on price, quality, performance and availability
· Placing orders as agreed with the Local and International suppliers

    July 2010 – December 2012          PROPRIETOR                    ARLAINE GRAPHIC ARTS & COPY CENTER
                                                                                                        Phase 3B B4 L17 Pacita 1, Binan, Laguna, Phils.
Duties and Responsibilities
ADMIN
· Manage a company that provides personalized graphic designs and advertising solutions

· Responsible for the daily management of layout design accomplishment deadlines and schedules

SALES

· Deals directly with customers with regards to their design requirements for different application and occasion 
· Assures on-time delivery and after sales service to valued clients
PROCUREMENT 
· Sourcing of different products and supplies to be provided for different advertising requirements
· Provides continuous research and development on various advertising technologies

GRAPHIC ARTIST
· Provides solutions and layout design options to customers depending on their requirements:

Personalized giveaways on all occasions, banner ads, business cards, flyers, portfolios, signs, invitations, etc.

Design software: Adobe Photoshop, Corel Draw, Illustrator 
        February 2007 – August 2012     ADMIN/SALES ENGINEER          JAD MEASUREMENT AND CONTROL 

                                                                                                                     TECHNOLOGY
                                                                                                                     Stall#24 3F Romacom Bldg., Brgy. Poblacion, 
                                                                                                                                    Muntinlupa City
Duties and Responsibilities

        ADMIN OFFICER
· Manage the overlooking of the daily company activity schedules and accomplishments
· Assumes managing the company’s operations in the absence of the operation’s manager

· Making reviews on the employees daily tasks and target accomplishments 
· Scheduling of logistics for product and services’ on-time deliveries

· Initiating weekly company meetings with regards to sales progress, target client schedules and other concerns

· Handling of company staff 201 files and pertinent documents
· Evaluates employees performances and make recommendations for promotions
· Conducts interviews for new applicants and On-the-Job Trainees.

· Assigns tasks to new employees and provides orientations 
SALES ENGINEER for Industrial Products and Services
· Meeting potential clients to discuss their requirements for supplies of industrial products
· Conducts on-site visit to manufacturing companies and provides product solutions according to their needs
· Assist in check-up and on-site calibration service for on-line analytical instruments
· Assist in troubleshooting of on-line instruments
· Continuously monitor customers’ progress and potential requirements
· Provides after sales technical support to customers
· Helps in sourcing of optional products that can be offered to clients
· Prepares price quotations and makes the necessary follow-up calls to customers

PROCUREMENT AND LOGISTICS
· Handles local purchases of imported products from local distributors

· Negotiates to suppliers on price discounts, payment terms and expediting the delivery lead time

· Double checking of the quality and performance of ordered products prior delivery to customers

· Deals with different suppliers according to our customer’s requirements 

· Sourcing of new products available in the local market for trading
· Preparing purchase orders and payment request vouchers for suppliers
· Making close follow-up on suppliers’ delivery and product commitment
· Maintains harmonious trade relationship among suppliers
· Arrange delivery schedules, vehicle to be used and manpower assignment
    December 2005 – December 2006      GRAPHIC ARTIST           DIGITEK PUBLISHING HOUSE
                                                                                                         National Hi-way, San Pedro, Laguna, Phils.                                                          
Duties and Responsibilities

· Deals with walk-in customers and provides layout design according to their requirements
· Lay-out of banners, flyers, invitations, brochures, souvenir programs, newsletters, forms, etc.

· Provides quotations and estimates to customers in the absence of the office manager
· Troubleshoots computer, internet and network problems 

Design Software: Adobe Photoshop, Corel Draw, Illustrator

    August 2005 – November 2005          OFFICE STAFF                  PLANET NEON
                                                                                                          Deira, Dubai, U.A.E.
Duties and Responsibilities

· Assist in office operations, directly reporting to the general manager
· Computes salaries and monitors attendance
· Accompany the delivery of finished signs to customers and assures proper installation and turn-over
· Helps in some on-site installation of signs and assembly of advertising profiles

· Organize and maintain the transaction  records and filing

       December 2004 – August 2005         COMPUTER ENGINEER    MASONLITE SIGN SUPPLIES & EQUIPMENT
                                                                                                                P.O. Box 86589, Deira, Dubai, U.A.E.
Duties and Responsibilities

· Provides technical support at the Gerber Scientific Products department
· Creates designs and sample output for demonstration at the showroom for different advertising signs and displays
· Operates various printing and engraving machines for customer demonstrations 
· Helps the sales agents to promote the product supplies and machines to the visiting customers

· Conducts study and testing of new products and machines for quality assurance and guaranteed performance
· Entertains walk-in customers in the showroom by giving options and suggestions for their advertising needs

      November 2004 – December 2004     COMPUTER OPERATOR     LIVEWIRE INTERNET CAFÉ

                                                                                                                     Deira, Dubai, U.A.E.  
Duties and Responsibilities

· Maintains the cleanliness of the computer shop
· Manages systems maintenance on the computer server and all workstations
· Assist customers in using the computer and its programs and features
· Provides good customer service by attending to their needs with immediate action
· Entertains queries and help those who have difficulty in using the computer

· Working on a weekly shifting schedules in different computer shop branch assignments:

Deira, Dubai shop; Hyatt Regency Staff Accommodation area;
The One and Only Royal Mirage Staff Accommodation area 

      Since 1998       Karate Instructor          OSC-PKC “Okinawa Shorin-Ryu Clan Philippine Karate do Club’’
Duties and Responsibilities

· In-charge in the weekly training and recruitment of new members.

· Organizes tournaments and other recreational activities for the students.

· Supervises the training of junior instructors
· Officiates tournaments


	

	ORGANIZATIONS
	      1994 – Present        Okinawa Shorin-ryu Clan, Philippine Karate do Club

                                       Affiliated Member: OSKA, Philippines

      2004 – Present        Adamson University Alumni Association, Inc.

      1999 – 2004            Adamson Computer Engineering Society

      2003 – 2004            Academic Scholars Alliance of Adamson University


	

	  EDUCATION
	COLLEGE              1999 – 2004       Adamson University          Manila, Philippines

· Bachelor of Science in Computer Engineering

· Academic Scholar (1st Semester SY 2003-2004)

· Dean’s Lister (SY 1999-2000)

SECONDARY         1995 – 1999      Casa Del Nino Montessori and Science High School    Laguna, Philippines

· Varsity Player, Basketball Girls

· Graduated with Cadet Rank of Staff Sergeant at Citizen’s Army Training, DELTA Coy
PRIMARY               1989 – 1995      Casa Del Nino Montessori and Science High School    Laguna, Philippines


	

	TRAININGS AND SEMINARS

SKILLS
	  Short Course Trainings
     May 2004           Certified Network Professional Program Module 3 – Mastering Microsoft Windows Server 2000

                                INFORMATICS COMPUTER INSTITUTE , Festival Mall, Alabang, Philippines

     April-May 2003   Student Trainee at the Graduate School of Business

                                 ASIAN INSTITUTE OF MANAGEMENT , Paseo de Roxas, Makati, Philippines

    October 2001       Computer Systems Training

                                AREN COMPUTER SERVICES,   Sampaloc, Manila, Philippines  

· Driving (Manual/Automatic); on process of obtaining UAE driving license

· Read and write in English and Filipino; understands basic Arabic (typing skills)
· Team player

· Multi-tasking

· Likes challenging jobs with growth and progress

· Knowledge in computer programming and web design

· Familiar with Autocad 2014 and Sketchup program software

	

	PERSONAL INFO

	      Date of Birth:            December 31, 1982
        Age:                         33 years old

       Gender:                    Female

       Civil Status:              Single

       Religion:                   Roman Catholic

  Character references and work portfolio are available upon request.
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