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MILANI 
MILANI.32448@2freemail.com 

OBJECTIVE

To obtain a challenging position in the administrative fields with opportunity and to
will capitalize on my work experience and further enhance my skills by allowing me to contribute to growth and success of organization.
Manages the creation of Costing Sheets for Post-it 3M Stationery
KEY SKILLS
· Administration




· Customer Service




· Working within strict deadlines

· Computer literate (Microsoft Office, Eudora Mail software, Adobe Acrobat, Internet Research & E-mail)

· Cooking

· Driving

EDUCATIONAL ATTAINMENT
Bachelor in Science in Banking Finance (Undergraduate)

Sta. Isabel Manila, Philippines

1993 – 1996

PROFESSIONAL EXPERIENCE
Sales Coordinator / Administration
Falcon Paper Industries (LLC) - 3 M Authorized Converters, Al Qouz, Dubai, UAE
August 2007 until December 15, 2016
Duties and Responsibilities:

· Assume receptionist duties, greet public and refer them to appropriate staff    members, answers phone or route calls, and take messages.
· Assist staffs with administrative duties as requested.
· Assist & maintain accurate daily accounting of fees and other revenue.
· Assist with completion of necessary statistical reports as requested.
· Order office supplies and monitor inventory.
· Prepare responses / costing / quotation to correspondence containing routine inquiries
· Open, sort, and distribute incoming correspondence, including faxes and e-mails.
· Prepare delivery/ invoices / reports, memos, letters and other documents using word processing, spreadsheet and database.

· Ensured that all inquiries are handled quickly, sensitively and effectively.
· Assist a PRO for support group in processing employee’s legal documents.

Teamwork and Collaboration

· Coordinates with printing production team to address questions, problems or requests for service and deliveries.

· Contributes to a positive, team oriented and inclusive work environment

Customer Service & Communications

· Effectively communicates on a regular, ongoing basis with the production & sales team regarding price change, items request and modifications in the system.

· Works cooperatively with production staff supervisor/ manager to ensure pending tasks are completed without any delays.

· Always addresses challenges with order flow, shipping delays, quality-control issues such as damaged or improperly packed goods, day-to-day concerns with printing production capacity and client deadlines.

· Displays with the exceptional professionalism at all times with face-to-face telephone, and email interactions to the customers.
Sales Executive
Natasha & Avon, Philippines
 June 2002 – May 2007.

Duties & Responsibilities:

· Provides clerical duties for a sales team, file reports, type invoices, forward phone calls, reply to emails and handle customer inquiries. Assisting in making a sale, or follow up with clients to make sure the product or service sold has been delivered as promised.
Quality Control
Ruen Kang, Taiwan R.O.C
October 1996 – October 1999.

Duties & Responsibilities:

· Monitoring line production
· Accomplishes required inspection record sheet and request
PERSONAL STRENGTHS
· Self-motivated
· Able to work independently as well as in a group
· Ability to work in high-pressure environment
· Supportive of management
LANGUAGE SPOKEN
English, Tagalog & Basic Mandarin
PERSONAL DETAILS

Nationality:

Filipino

Sex:


Female

Marital Status:

Solo Parent
Birth Date:

December 11, 1975
Visa:


Employment Visa 
License


Valid UAE Driving License
I herewith assure you that the above given details are true and correct to the best of my knowledge.  If given a chance, I will prove my ability towards the best of your firm.

Expecting a favorable response from you,

