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Sheila.339245@2freemail.com

OBJECTIVE
To join in a challenging and responsible position in an organization where my knowledge, ability, experience, skills and enthusiasmcan be best applied, broadened and enriched.
EMPLOYMENT HISTORY
Sales Coordinator / Logistic Officer 
Advanced Hydrotech (Supplier of Irrigation & Landscaping Materials)
Abu Dhabi, U.A.E.
August 2010 - present 
· Prepares sales quotation according to customer’s requirement with the approved prices.
· Follows-up with the delivering of the orders and update the customers with the status.

· Coordinates with the Storekeeper on duty for the availability of the stock items.
· Communicates with the Supplier for the shipment and delivery time for the ordered imported items.

· Systematizes shipping documents needed for clearing the shipments at the port.

· Coordinates and track shipments. Ensures shipment arrive on time and delivery processes adhere to any pertinent regulations.
· Prepares sales report on weekly basis.

· Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution;
· Assists Marketing Manager/Sales Executives in all clerical and related functions;
· Keeps records on all transactions / related documents.
· Performs e-mail / telephone correspondence with the customers for inquiries;
· Responsible in making of Technical Submittal, compliance sheet, for each project on hand as part of our client’s requirement under supervision of Sales Engineer.

· Tasks to compile the Daily Report /Next day report and Travelling plan of the Salesman.
Distributes incoming faxes/correspondence to concerned person and maintain proper and reliable soft/hard document controlling system.
· Prepares invoices, delivery notes, memos, letters and any correspondence.

SHEILA 
ELECTRA STREET, ABU DHABI, UAE
AREA OF EXPERTISE
· Office Procedures
· Reception Support/Customer Service
· Filing/Archiving
· Interpersonal Skills

· Administration Skills

· Data Management

QUALIFICATION PROFILE
· 10 years of solid UAE working experience in Trade & Industry, Engineering, Procurement & Construction (EPC) 

· Computer literate with knowledge in Microsoft Office;
· Good communication skills that can do self–correspondence;

· Can work without supervision; attention details

· Learning agility; works well in teams
· Highly motivated and can work under pressure.
· Strong command in English both in oral & written.
PERSONAL DATA
· Nationality
:  Filipino
· Civil Status
:  Married

· Visa Status
:  Employment Visa 
· Valid U.A.E. Driving License 
EDUCATIONAL ATTAINMENT
Bachelor of Communication Arts - Bicol University (Major in Audio-Visual Communication)

Institute of Communication and Cultural Studies

June 1997 – March 2001 -Legazpi City, Philippines

REFERENCES 
· AVAILABLE UPON REQUEST.
SHEILA O. CAPISTRANO
Sales Assistant / Secretary (Sales & Marketing Department)
National Plastic & Building Material Industries LLC (Manufacturer of uPVC/HDPE Pipes & Fittings)

Sharjah, U.A.E.
August 2006 – July 2010
· Reporting directly to the Sales & Marketing Manager;

· Keeping / good filing for the Export Sales especially tenders for more than 50 countries;

· Following-up target achievements of Salesman to be reported periodically to the Sales Manager;

· Sales support to our Salesman on the road by checking the stock availability and pricing some of the items;

· Distributing all incoming faxes/correspondences to concerned salesman;
· Keeping and following-up Salesman’s Travelling Plan to be reported to the Sales Manager;
· Prepares all local / export sales quotation for the Sales Manager;

· Types Commercial Invoices, Bank drafts, Packing Lists, Certificate of Origin, etc., concerning Letter of Credit and Shipping Documents;

· Maintains Export Sales Register and submit copies to the fax department every end of the month;

· Prepares distribution of memos: meeting, account change, monthly sales performance, etc..;

· Assist G.M. in all clerical and related functions;

· Files local quotations for all salesman and export quotations for G.M.; Non-Available Requisition & Sample Requisition files; miscellaneous papers; general faxes, etc...;
· Other tasks that may be assigned from time to time.

Secretary / Receptionist

​
Ardh Al Huriah Cont. LLC

Al Khan, Sharjah, U.A.E.

March 2006 – July 2006
· Types Local Purchase Orders and send to the corresponding addressee;

· Attends all incoming / outgoing calls and relayed message to the concerned person;

· Responsible for all incoming / outgoing faxes;

· Files all necessary documents and puts label on it.

· Other tasks that may be assigned from time to time.
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Production Associate (Document Analyst)
Content Online Services Inc. (ISO Certified Company)
Legazpi City Philippines

May 2002 – December 2005

· Edits and formats electronic files of all in-house projects in Initial Process. 

· Analyze and process data according to client’s requirements and specifications.

· Responsible for hitting the specific quota for a specific task that goes with the quality and quantity procedures.

· Performs other production task: i.e. encoding, keying, type reading, checking, etc. as maybe given by immediate superior.

Salesperson / Counterperson
Jollibee Foods Corporation (Leading Fastfood Chain in the Philippines) 
Escolta Binondo, Manila Philippines
August 2001 - March 2002
· Conducts day to day ending inventory of products to be reported to the Manager on Duty.

· Monitors the supply of goods to avoid shortages.

· Maintains the availability of products to immediately satisfy customers order.

· Daily reports of sales and endorsements to the next shift.
· Encourage customers to purchase the promotional product to increase sales.
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