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Lourdes 


	� HYPERLINK "mailto:Lourdes.344228@2freemail.com" �Lourdes.344228@2freemail.com�








OBJECTIVE





SKILLS and PROFESSIONAL QUALIFICATION











To establish a stable career in a reputed organization that will enhance my skills and utilize my knowledge, experience and expertise that will contribute significantly to the work progress of the company.
































  �			� 			�





GARGASH MOTORS & GEN TRADING	       	   Nov 2011- March 2017


 LUBRICANTS DIVISION				   


 Deira Dubai 


 Position : Senior Sales Coordinator (Purchase, Logistics & Distribution)


 Current Salary Package :  5K + transportation + Health card


     Duties and Responsibilities:


FOR PURCHASING: Responsible for placing Purchase Orders from local and international supplier. Verifying the correctness and completeness of supplier invoices, contracts and orders


FOR IMPORTS: Monitors incoming consignment/ containers for on-time clearing in the port. Liaise with Shipping company for arranging Delivery Order collection. Coordinate with Freight forwarders for processing Bill of Entry and transportation.


FOR EXPORTS: Preparing of export documentation like Commercial Invoice, Packing List, and COO for GGC and Exit Entry Certificate for Local to Free Zone export. 


In-charge in preparing Custom claim submission after re-exporting of goods.


FOR SALES: Generate Sales Invoices, PO’s and GRN 


Updating daily sales for local distribution and coordinates in proper product deliveries to ensure timely completion


Handles petty cash and prepares expenditure reports


Organizes & accurately maintains filing system of confidential information


Manages communication via e-mail, phone calls etc.


Preparing Reports like Monthly Sales Summary, Oil Consumption etc… and reporting to the Sales Manager.


Provides efficient & professional administrative support and in full assistance of daily operations.











CAREER PATH





Experienced in front office management and switch board operation.


Broad experience in sales and customer service.


Excellent administrative & multitasking skills. 


Good communication ability.


High integrity and professionalism


Self motivated and goal oriented.


Strong interpersonal skills.


Flexible, Loyal and Trustworthy.


Hardworking, with deep sense of responsibility.


Extremely Fast learner and capable to work under pressure.


With great passion in providing quality customer service.

















 





AL ULA  FZCO				       	  Oct 2010 -  Oct 2011


 East Wing Suite 4B - 334


 Dubai Airport Free Zone, Dubai UAE


 Position : Admin cum Accounts Assistant


 Reason for Leaving : Better Opportunity


     Duties and Responsibilities:


Operate telephone board efficiently; receive, distribute and send facsimile


Ensuring that visitors are received and dealt with a manner that upholds the company’s image


Screening of daily mails and responding to general inquiries by working out on quotations


Arrange travel itinerary for the Manager including ticket reservations, hotel bookings and fixing of appointment


Coordinates with Supplier for Tender Prices


Preparing of  company Invoices and Local Purchase Order


Handles basic accounts related work such as preparation of cheques, bank transfer and deposit.


Follow-up pending orders and shipment. 








SOL LOGISTICS FZE	    	        		Sept 2009 -  Oct 2010


 Warehouse Office Block D – 01


 Dubai Airport Free Zone, Dubai UAE


 Position : Logistics Coordinator cum Accounts Assistant


 Reason for Leaving : No Benefits


     Duties and Responsibilities:


Monitors and arranges production activities according to schedules, priorities, special instructions, and resource availability.


Supervises daily work for Import/Export by Sea,Air,Road


Keep track of shipment movement and updating shipper/consignee


Follow-ups and tracking of shipment status ETD, ETA 


Coordinates with Client, Agent, Airline/Shipping Line and Courier.


Responding to General Inquiries by working out on quotations.


Verifying the correctness and completeness of supplier invoices, contracts and orders. 


Preparing of company Invoices and arranging for distribution. 


Responsible in performing accounts related work such as giving assistance for invoicing 


Reporting to the Logistic Manager and in full assistance to daily logistic operations.


				 �


SOL CARGO FZE				          Apr 2009 -  Sept 2009


Warehouse Office Block I – 10


Dubai Airport Free Zone, Dubai UAE


Position : Receptionist cum Logistic Assistant


Reason for Leaving : Promoted to Logistics Coordinator


     Duties and Responsibilities:


Operate telephone board efficiently; receive, distribute and send facsimile


Handles administrative job like filling and business correspondence


Arranging meetings 


Updating of daily sales report.


Shipment booking and tracking























EDUCATIONAL BACKGROUND








TERTIARY:


May 2001


AMA Computer Learning Center


Calvario, Meycauayan, Bulacan Phils.


Computer Systems Design and Programming


Achievements:


Service Award (2001)


Beadle of the Year (2000)


TESDA Skills Olympic Representative in Encoding











SECONDARY:


March 1999


Sacred Heart Academy


Poblacion, Sta Maria Bulacan Phils.


  Achievements:  Top 3 in class


School Journal Writer











ELEMENTARY:


March 1995


Taal Elementary School


Taal Bocaue Bulacan Phils


Achievements: Top 5 in NEAT


Class Councilor


Muse – Miss Grade VI


          S


chool Journal Writer














AL SHAALI RENT A CAR 		 �	Dec 2007 -  Mar 2009


 Al Bhakit Center Deira Dubai UAE 


 Position : Supervisor


 Reason for Leaving : Company Closed     


    Duties and Responsibilities:


Handles administrative job and telesales 


Supervises vehicle maintenance service and repair


Manages office operations and renting procedure


Attending phone inquiries and request


Prepare contracts for long least


Checking vehicle fines and salik charges


Update daily sales report


Analyze customer requirements  and provide satisfactory solutions


Upkeep of customer profiles and gathering of marketing data


Coordinates with driver in monitoring availability and condition of vehicles


SPINNEYS DUBAI LLC		�	Feb 2006 - Feb 2007


 Bin Sougat Center Airport Road, Rashidiya Dubai, UAE


 Position : Administrative Assistant


 Reason for Leaving : Better Opportunity


     Duties and Responsibilities:


Cashiering and administrative works


Stocks ordering


Local  Purchase Order Processing


Encoding department wastage


Updating daily price changes using SAP





PHILIPPINES:





 PUREGOLD PRICE CLUB			    	Tayuman, Phils


Check-out Supervisor





HBC (Health and Beauty Care) Exclusive 		Quezon City, Phils.


	Management Assistant





 WATSONS – SM Marilao 				Marilao Bul. Phils.		Admin Coordinator


			


ASIA LAND STRATEGIES REAL ESTATE CO.	Malolos, Bul. Phils.	Receptionist			 





PANDAYAN BOOKSHOP				Balagtas, Bul. Phils.	Customer Service Representative


			


CCP MARKETING Inc.				Guiginto, Bul. Phils.	Executive Secretary					




















Single


Filipino


Christian


Visa Status : UAE Residence Visa 
































Character Reference and supporting documents available 


upon request…

















ELIGIBILITIES








PERSONAL DATA








            I hereby certify that all information stated herewith are absolute facts based upon my knowledge and experiences.                                                                                                                                               








       


                                                                                                                                              Ma. Lourdes Narciso





Background in Accounting and Bookkeeping


Computer Literate


Experience in Logistics field











