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Contact HR Consultant for CV No:340329 
E-mail: response@gulfjobseekers.com
Website: http://www.gulfjobseeker.com/employer/cvdatabasepaid.php

 To obtain a position that would best commensurate my working qualifications and experience.  

>With 8 years experience as an Office Clerk  including accounts

    with functions on Procurement for 4 years & Sales Coordination
>With  2 years and 6 Months  experience in Non-life Insurance Industry

                                                                >Internet savvy and proficient in MS Windows – Outlook, Excel, Word, 
>Knowledgeable in GENIISYS(General Insurance System)

> Others: Sales, Office documentation/filing/clerical functions, encoding, customer service


June 6, 2015-December 13, 2016 Senior Purchasing Officer
                                                            Granada Europe Engineering Const. DSO,Dubai , UAE

                                                        Binghatti Developers is an International Conglomerate company that has its roots in feudal               

                                                        Agribusiness which commenced in the late nineteenth century. For over a century, their prime 
                                                        Objective is to invest in developing new value-creating ventures, as well is tapping existing under 
                                                        Valued assets and investment opportunities. Granada Europe is the Contracting Company of 
                                                        Binghatti Developers and They are a group of companies.

· Process purchase requisitions as per site requirement.
· Invite, asses and award/recommend supplier tenders, bids, quotations and proposals

· Establish and negotiate contract terms and conditions and maintain supplier relationships

· Prepare and maintain purchasing records, reports and pricelists work with internal and external stake holders to determine procurement needs,

· Ensures good quality of products purchased and takes notes on delivery time requirements as per site’s lead time.
· Assists in the development of specifications for equipment, materials and service to be purchased.
· Administer contract performance, including delivery, receipt, warranty damages and insurance.

· Reconcile or resolved value discrepancies with corresponding suppliers. 
· Comply with and maintain knowledge of applicable rules, legislation, regulations, standards and best practices.

· Address staffing resource needs and supervise purchasing clerks.

· Develop and maintain constructive and cooperative working relationships with colleagues and management.
· Maintains accurately financial records    
· Coordinates with the logistic team in procuring materials.

· Assist to some other Personal Assistant from other sites if they need data/contact person regarding existing suppliers or subcontractors.
· Responsible in issuing Contracts between the Company & Subcontractor.
April 27-2013-June 3, 2015        Purchasing Assistant cum Sales Coordinator
                                                        Red Velvet Furnitures ,  Sharjah UAE
                                                        Red Velvet Furniture is a Distribution Company of high end Fabrics with main markets in Abu Dhabi and Dubai.                         
· Responsible in handling Administrative works and acts as a facilitator in making sure that stocks are being procured and ensuring that stock levels are available
· Making sure shipments are delivered in a timely manner 
· Coordinates with Logistic counterpart and prepares the shipping documents.
· Issues receipt of Goods upon Shipment arrival and making sure internal customers are well informed of the arrival of goods

· Counter checks Supplier’s Proforma/Commercial Invoice making sure correct materials, qty & price are documented.

· Assists Accounting department for yearly inventory of goods.

· Handles incoming calls and inquiries from respective clients by telephone or by email.

· Ensure that all correspondence and inquiries are being channeled to the sales incharge.
· Prepares quotation and offer letters to clients.

· Prepare Invoices and ensures that these are timely sent to the client along with the goods.
· Maintains and Extracts Monthly reports from the system
· Issues sales invoice to local customers
· Making sure that Purchase and Sales related files are organized and updated in a systematic filing system. 
· Does other task assign as per instruction by the General Manager and other Executives.
Nov. 2011-April 24 , 2013           Accounts Assistant/ Office Assistant/Secretary
                                                        Mohamad Ibrahim Al Samour Bakery Ovens Fix Supplies, Industrial 11, Sharjah UAE

Mohamad Ibrahim Al Samour Bakery Ovens Fix Supplies is a Fabrication Company which focuses on supplying stainless steel equipment in Hotels, Restaurants etc. here in UAE.                                                        

· Serves as a secretary to the General Manager
· Answers the telephone calls from various clients and suppliers

· Fax quotations and Monthly statement of accounts to various Clients
· Follows up the collection from various clients

· In charge in computing the staff’s overtime

· Manage the Petty cash accurately

· Prepares the Monthly Statement of Accounts

· Accepts and checks delivery from various suppliers 

· Issues payment voucher to various supplier

· Does the Bank Reconciliation

· Monitors the Staff Id and Permits expirations

· Issues cheque for staff Salary and various supplier

· Prepares the delivery notes for various suppliers 

· Prepares the Invoices for various Clients

· Daily checks the lists of PDC’S that will due

· Orders materials from various suppliers

· Monthly arrange bills and statement of accounts for payment 
                                                        Al Dar Bakery:
· Records the Daily Sales of Al Dar Bakery

· Counter checks the Invoice together with the Monthly Sales of Bakery

· In charge of keeping the Records for the Bakery staff and other documents
· Issues cheque for the Monthly Salary   of the Staff
· Monitors the Money and cheques issued by the Bakery 
Feb, 2009-July 2011       
 
OFFICE ASSISTANT/ACCOUNTING CLERK




SEABOARD EASTERN INSURANCE CO INC. - Room 1A, 2F MBG Building,

Bacolod City, Negros Occidental, Philippines

SEABOARD EASTERN INSURANCE CO is one of the leading insurance in Bacolod City, Negros Occidental with their Head Office at Makati, Philippines. It has five Branches in the Province and it caters to all types of Non-life insurance and in fact is one of the Top 10,000 insurance companies in the Philippines.
· Responsible in Entertaining Client’s inquiries
· Serves as the frontline of the company
· Receives calls from various clients and Suppliers

· Making follow up calls to agents and client for those who had an account
· Monitors the receivables of the branch   to ensure that there will be no over 90 days’ account of our Agents.
· Fax documents to Banks, Motor Shops and other financial establishments for Insurance purpose 

· Prepares the Weekly Statement of Accounts of All Agents

· In charge of the Monthly Attendance Report

· Ensures that clients were satisfied with the service
· Making calls to agents to follow up that they have a pending commission
· Follow up agents and clients regarding their PDC cheques that will due
· Prepares collection letter and sends it to agents or banks through fax and email

· Prepares the employee’s contribution report to be submitted to institutions 

· Prepares the necessary documents in processing the local Government Business Permit
· Responsible in issuing Official Receipts or Provisional Receipts to Clients and Agents.

· Making Daily Sales Report before the end of the day for Head Office monitoring.

· Responsible to make deposit slips for the cash and cheques collected to be deposited to the Bank the following day.

· Filing of Official Receipts per Month and making Reports of all the Post dated cheques received

OFFICER IN CHARGE
                                                  
ALABASTER BUSINESS CENTER - ESPINOS VILLAGE, BACOLOD CITY, PHILIPPINES
Alabaster business Center is the business center of Alabaster Vial Foundation. It caters in helping people especially those who want to start in their own business; they have an existing foundation their vision is to help the less fortunate kids to go to school for free.

· Receives calls from various customers and Suppliers
· Attends to Customer Inquiries

· Follow up clients to see if there’s any negative feedback regarding our products
· Process requisition to maintain the level of stocks

· Manages the Weekly Inventory of the products 

· Responsible in paying for the employees Security plan and other benefits provided

· Functions as a Secretary when there are events like seminar etc.,
· Handles the cash payments and donations in the Foundation 

· Does the Voluntary teaching to the kids at the Foundation?
· Receives payment from various customer
· Does the product presentation of various products of the business center?
· Handles the Replenishment of the Petty Cash Fund

· Issues Cheques to our various Suppliers

· Responsible in Making Daily Sales Report
· Responsible in computing and paying of Local tax to the Government.

Bachelor of Science in Hotel and Restaurant Management – University of Negros Occidental Recoletos March  2005 (Graduated). Bacolod, Negros Occidental Philippines. 
       

Age : 36 Years old
Gender : Female

Birth date : May 14, 1980
Place of Birth : Bacolod City, Philippines
Nationality : Filipino
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