[image: image1.jpg]


ELEANOR  
Eleanor.345625@2freemail.com
With UAE Driving License


Profile

· More than 9 years of experience in the Philippines and 7 years in UAE in the field of administration and secretarial 

· Good communication skills

· Well organized, reliable and competent 

· Have high degree of initiative and resourcefulness 

· Flexible and can work with less supervision 

· A fast learner and can easily adapt to new changes and working environment 

· Friendly, pleasing mannered and can get along with people of diverse nature
· Knowledgeable in MS Applications such as Word, Excel, Outlook and Powerpoint 


             WORK EXPERIENCES
Golden Cheese Foodstuff Trading LLC, Dubai, UAE

Admin cum Accounts Assistant
November 2012 to present 

Duties and Responsibilities

· Directly reporting to Manager 
· Communicates with suppliers regarding orders, shipment status, etc 

· Arrange shipments from Egypt, Turkey, Greece & Bulgaria
· Prepares Sales Invoice, LPO, Delivery Receipt Voucher
· Handling Petty Cash & Cheque & Cash Collection 

· In-house sales support; assisting customers regarding price inquiry, orders, stocks availability, delivery schedule 
· Maintains sales records (daily, weekly and monthly) 

· Monitors and handles stocks inventory

· Follow up, monitors and update records of all payment collection  
· Other administrative duties as assigned.

Istanbul Foodstuff Trading, Sharjah  UAE 

Secretary cum Purchasing Coordinator  
June 2008 to October 2012
Duties and Responsibilities
· Reporting directly to the Manager and coordinates with all department and branches  
· Arrange appointments; make necessary arrangements for the meeting and ensure availability of appropriate personnel’s for the same  as per scheduled time 

· Provides accurate, efficient and committed office work support to the senior management

· Responsible for all clerical work related to assigned areas.
· Deal with suppliers and visitors and maintain corporate relations

· Maintain and update records of existing and new suppliers (agreements, rentals, etc)

· Responsible in maintaining and updating suppliers database using LS Navision software
· Sort out all incoming/outgoing correspondence on the base of urgency, priority, confidentiality or routing to facilitate quick and efficient service to the concerned.
· And other task that may assigned
AIT Advance Ink Technology, Philippines 

Administrative Officer cum Sales 

July 2007 to May 2008 

Duties and Responsibilities 
· Directly reporting to the Manager for all the day to day office transaction

· Sales support including direct contact with clients on status of their order

· Maintains sales records and monitors monthly quota of each salesperson

· Arrange, distribute and send samples of the product to a new prospect/client
· Monitors and update records of all payment collection and make sure clients will pay on or before the due date or issue SOA when requested
· Handles all cash and cheque collections and make sure to deposit the cheque on time  
· Create manual invoices and other documentation of the items for delivery to customer

· Prepares quotations to all existing and new clients
· Responsible for payments of all government taxes 
· Other administrative duties as assigned.

Leeds Data Technology, Philippines 

Administrative Officer cum Secretary 

February 2002 to June 2007

Duties and Responsibilities
· Provide accurate, efficient and committed office work support to the senior management

· Responsible for all executive work profile and clerical work related to assigned areas.

· Manage the routine office management functions, deal with clients and visitors and maintain corporate relations. 

· Sort out all incoming/outgoing correspondence on the base of urgency, priority, confidentiality or routing to facilitate quick and efficient service to the concerned.

· Take care of confidential files, matters and documents for senior management.

· Respond to inquiries regarding status of orders and help resolve customer order conflicts or difficulties. 
· Track and ensure that the order or demo request is correctly handed over with all necessary information attached.
· Prepares check vouchers and also in-charge in releasing of cheques

· Monitors and update records of all payment collection and make sure clients will pay on or before the due date or issue SOA when requested
· Other administrative duties as assigned.
P.T. CERNA CORPORATION, Philippines 

Administrative Staff 

September 1997 to May 2001

· Coordinate with all divisions (Instrumentation, Medical and Agricultural) with all the inquiries but mainly focuses on Instrumentation sales department  

· Responsible for making quotations, invoices, delivery receipts, purchase orders, pro-forma invoice, statements and related documents using word processing and spreadsheets software.

· Monitoring stocks and handle stocks inventory

· Monitors incoming and outgoing items and ensure that resources are available for operations.

· Monitors staff attendance and leave schedules.
· Other administrative duties as assigned.
 
Education
Bachelor of Science in Computer Science, AMA Colleges, Philippines   

Associate Degree in Computer System Design and Programming, AMACLC, Philippines   

Personal Information
Nationality 

: Filipino 

Status 


: Single 
Languages Known
: English and Tagalog
Visa Status 

: Employment Visa 

References
         Available upon request
