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BERNADETTE
BERNADETTE.352311@2freemail.com 
 
Objective: To work in a corporate environment in which I can share my ability and expertise in specific field of work as well as giving me a chance to enhance my skills and improve knowledge to become at par with company expectation.  
Al Mazroui Trading & General Services LLC (Oilfield Division).

Suit 801 Al Yasat Tower Nadja St. Abu Dhabi

Nov. 1, 2014 - Present

Duties & Responsibilities:

As Pre-qualification Officer:

· Evaluate Principal request for registration Vendor/Manufacture or Contractor, based on ADNOC group and company compliances to specific requirements. 
· Determine principal’s commodity (products) or services to pre-qualify.

· Reviews, assesses and follows up the documentation requirement for pre-qualification submissions to ensure completeness of related information.
· Evaluates Principals supplied document, checking trade licenses for local supplier/contractor, ISO and other certifications (validity & coverage), latest financial statement of 3 years, HSE & Quality Manuals, and other related documents, review questionnaire and check the attachment for the products/services registration.

· Inform and forward questionnaire, memo, and notification by OPCOs prior to pre-qualification Application status.

· Ensures that all the documents complete and questionnaire are filled up along with the attachments supplied by principal for registration.

· In charge for opening new application and submission for registration.
· Assist PRO for required documentation for: 


· New Visa

· Renew Visa

· Mission Visa

· Emirates ID new & renew requirements

· Optima Card Application

· Insurance requirements

· Keeping all Documents of Employees
As Buyer:

OIL & GAS INDUSTRY – Pumps, Heaters, Motors, Generators, Transformers, Low Voltage Products and Switchgears, Circuit Breakers, Enclosures, Drives, Power Supply, Measurement & Analytics Instrumentations, etc.

 – Purchasing of the above materials and spare parts with dependable and trustworthy suppliers in EUROPE, USA. UAE & ASIA.
· In-charge for the distribution of inquiries to colleagues. Receiving by Procon, eSourcing / Suppliers portal, email, fax and collection from Clients office.

· Responsible for sourcing spare parts (as per above mentioned categories).

· Communicates with local and international suppliers to get the best quotations.

· Prepares Comparison Table to know which supplier provides better offer.

· Prepares Technical/commercial Offer to be submitted to clients. 

· Responsible in getting the answers for all Technical questions from supplier as require.

· Prepares Purchase Orders both local and international.

· Coordinates with Accounts Department for Payments of Orders.

· Coordinates with Suppliers and Logistics Department for the collection and delivery of ordered goods without delay.

· Responsible for receiving and checking the delivered goods and make sure correct materials were delivered.

· Updates and maintains the following reports and logs to ensure proper flow of procurement process and system:

· Inquiry Status Report (Monitor the status of each inquiry making sure to receive answer from suppliers within 3-4 days whether it be technical question, technical request or commercial offer)

· Suppliers Payment Report (for monitoring of payments to ordered goods)

· Stock Status Log (for monitoring of received goods)

Budget Gift Est. / Advanced Cleaning Equipment Est.

Muroor Road cor. Delma St, Abu Dhabi UAE

May 1, 2014- September 20, 2014
Duties & Responsibilities:

As Business Development Assistant:

· Secretarial work, office manager.

· Arrange logistics and custom document such as Certificate of Origin & Invoices and other related document and deal with shipping agency for clearance of imports product from UK & USA.
· Daily checking with Tejari Account for new tenders /inquiry / and respond. 
· Prepare, scan & send (email) Quotation – need to double check each and every entry most especially price.

· Maintain and organize company records hard copy and soft copy.

· Received answer and transfer incoming calls and inquiry.

· Prepare correspondence, and answer all related inquiry upon informing /getting approval from my boss.

· Manage daily operation with less supervision.

As Accounts:

· Handle and Use QBM (Quick Business Management) software for Accounts tally / Accounts reports/ LPO’s/ Invoices/Delivery Note/payroll / expenses. 

· Basic calculation for sales, cost and profit, keep monthly record of both sales summary, expenses and collection.

· Prepare invoice, delivery note,

· Maintain a tally between bank actual balances. Systems encode receipt and manual records.
· Keep and organize files bank statement, purchases and expenses, monthly bill & collection.

· Follow up collection and pending payments via telephone call and email. 

· Prepare statement of account for bulk collection for a single company.

Elite Motors

Muroor Road, Abu Dhabi UAE

Executive Secretary 
February 2009 – April 30, 2014
Duties & Responsibilities:

As Secretary:

· Receive, direct and relay telephone messages and fax messages.
· Daily checking with Tenders / inquiry / prepare tenders for ADMA- OPCO. And from other company.

· Coordinate with Sales man and follow up cold clients / report to GM sales and pending customers order

· Performs secretarial/administrator duties in a positive and professional manner while exercising confidentiality at all times.

· Responsible for the efficient operation of the office including handling day to day general duties such as petty cash, receipt voucher, Invoice, LPO, Delivery notes stock & summary reports

· Maintain the general filing system and file all correspondence

· Sending and receiving company e-mails, scanning documents.
· Filing of incoming & outgoing documents.
· Direct reporting and scheduling to the General manager

· Preparing memos, quotation, specification and price list for each vehicles variant

· Prepare stock & sale summary weekly & monthly report. 

· Prepare all the necessary documents needed for the monthly netting.
As Stock Controller:

· Responsible for monitoring location and stock availability of every vehicle  in order to maintain 
· responsible for coordinating with the Salesman with regards to stock availability , preparing quotations, filling order forms, prepare purchase orders, preparation of invoices,.
· Responsible for handling all the sales mans queries related to sales, new promotions and strategy, coordinate accordingly with the sales and marketing department.
· Maintain and up-date records of stock, order, sales, and reports- weekly & monthly. 

· Responsible for the preparation of price list directed from the accounts and issue to salesman , handling invoices, LPO, Delivery notes,  stock & summary reports

As Reception:

· Responsible for handling all the incoming calls, customer queries related to sales and coordinate accordingly with the sales department.
· Answer in a well mannered way all incoming call, queries, transfer of calls to the concerned person.
· Assist, guide and give direction to customer, other clients, and visitors coming.
First City Car Rentals

Muroor Road, Abu Dhabi, UAE

Office Secretary / Coordinator
June 2008 – January 2009

Duties & Responsibilities:

· Responsible for coordinating with the clients, sales manager, operations, & drivers.  
· Handle CRM software for preparing customers agreements /reports.
· Checking on vehicles SALIK every month end. 
· Handling all the incoming calls, customer queries related to vehicle rentals, services, complaints, assistance and coordinate accordingly with the operations and sales department.
· Directly reporting to the Operations Manager.

· Responsible for the preparation of quotation, related fines & police reports, generating salik charges as per vehicle rented, rental agreement & checklist for each client renting vehicles.

· Performs inspection to the vehicle before indorsing to client and return vehicles. In the absence of operation in charge. 

· Performing other related work task that may be assign by the General Manager or the 
· Operations manager 
Fabwerx Incorporated 

Marikina City, Phillipines

Administrative Officer

January 2007 – February 2008



Duties & Responsibilities:


Administrative-in-charge

· Directly reporting to the General Manager.

· Involve in Marketing Planning and discussing with sales manager as well as the sales staff with new products and suggested market strategy to be implemented. Regular monitoring of company’s revenue.

· Engaging contracts with competent suppliers that can give a credit terms and above limit expectations though the company is still in the embryo stage. Also involve in monthly payroll and financial activities of the company. 

· Handling purchase order, job orders, receiving and delivery of goods. Handle collection as required.
· Trustee by the General Manager / Proprietor of the company for important documents (i.e. permits, taxes, government dues etc…)

Skylark Bar & Restaurant

 Timog Avenue, Quezon City. Phillipine 

Admin. Officer/ Purchaser

November 2005 – January 2007



Duties & Responsibilities:

· Directly reporting to the President / Proprietor

· Involve in Marketing Planning and discussing with sales staff with new products and suggested market strategy to be implemented. Regular monitoring of company’s revenue.

· Fill-in staff (i.e. Operation in charge, Cashier, Bartending) when operatives are insufficient.

· Handling purchase order, job orders, receiving goods. 

· Engaging contracts with competent suppliers that can give a credit terms and above limit expectations. 
GI Promotion

51 Scout Lozano St., Quezon City, Phillipines

Executive Secretary

January 2000 – November 2005


Duties & Responsibilities:


· Reporting to the President / Proprietor of the company. Scheduling meeting, appointment and other official activities.

· Engage in collecting information, application, processing, and deployment of applicants / performing artist intended to work local and overseas. Booking appointments and arranging meetings with local and foreign employers for schedule of show-up and interviews.
· Involve in monthly payroll and financial activities of the company.
· Monitor company revenue and handle collection as required.

· Trustee by the President / Proprietor of the company for important documents (i.e. permits, taxes, government dues etc…)
Red Ribbon Bakeshop

E. Rodriguez Ave. QC – Philippines
Service Crew / Icing Aide

October 1998- March 1999


Duties & Responsibilities:


· Responsible for greeting, assisting and serving customers with a friendly and courteous way on entry to the shop in order to ensure they feel welcome. 
· ensure the provision of the highest standards of customer service and the achievement of maximum sales 
· arranges and displays merchandise, under the direction of the Merchandiser/Manager in order to promote sales
· Selects and helps customers in choosing merchandise in order to meet their needs and desires.  

· Maintains knowledge of current sales and promotions, policies regarding payment and exchanges and security practices in order to ensure store policies are adhered to at all times.
· Prepare special order cake (Such as Anniversary, Birthday etc….) 
SM Shoe mart
North Edsa – QC, Philippines

Sales Clerk

August 1997 – March 1998
Duties & Responsibilities:


· Responsible for greeting, assisting and serving customers with a friendly and courteous way on entry to the shop in order to ensure they feel welcome and to contribute to a positive overall shopping experience.
· Ensure the provision of the highest standards of customer service and the achievement of maximum sales.
· Ensures that the shop floor and shelves are kept clean and tidy at all times 

· arranges and displays merchandise, under the direction of the Merchandiser/Manager in order to promote sales
· Serves customers efficiently and courteously on the shop and in the changing rooms in order to ensure the provision of the highest standards of customer service at all points.
· Replenishes and re-merchandises stocks on the shop floor on an ongoing basis in order to ensure maximum range and size availability at all times.

· Watches for and recognizes security risks and thefts, preventing or handling these situations as far as possible in order to minimize losses.
Seminars & Training Attended:

ADNOC HQ Centralized Commercial Directory, Supplier Awareness Forum 

ADNOC Head Quarter - Abu Dhabi , UAE

13 March 2017
-Pre-qualification and registration procedure, Centralization of prequalification of all ADNOC Group in single gateway.

-Training on how to use SAB ARIBA System.

GASCO Supplier Training on new On-line System
Sheikh Zayed Energy Complex – Abu Dhabi UAE

November 2014

· Pre-qualification and registration procedures and Guidelines on how to use GSP system

· Training on how to operate and work on GSP system for prequalification, invoicing, clearance approval. 
Education:


Technological University of the Philippines


Nutrition and Food Technology


1995-1999
Other Skills:


Computer literate

· Microsoft office

· Nitro Pdf.
· Primo pdf.
· Photoshop/editing
· Focus (Software)
· QBM (Quick Business Management)
· CRM (Software)

· ORACLE, SAP, MAXIMO.
· Internet browsing

