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CURRICULUM VITAE

MARIA




Email:  MARIA.357111@2freemail.com 

OBJECTIVE
To obtain a challenging position within a supportive environment and to allow full use of my work experiences, talents and communication skills to further benefit the company’s productivity and increase opportunities for personal advancement.

EDUCATION
BACHELOR OF SCIENCE IN BUSINESS ADMINISTRATION

MAJOR IN MANAGEMENT INFORMATION SYSTEM

AMA Computer University, Philippines / 1996-1999

BACHELOR OF SCIENCE

MAJOR IN MANAGEMENT

College of the Holy Spirit, Philippines / 1994-1996

PROVEN JOB ROLE
ADMINISTRATIVE ASSISTANT

· Front line for all incoming calls.

· Meeting and greeting visitors at all levels of seniority.
· Reports directly to the VP for Operations and to the Administrations Manager
· Responsible for Online Gate Pass, Material Entry and Exit Pass.
· Formulate office memorandum and correspondence to other divisions, employees, suppliers and clients.

· Prepares local Purchase order, Commercial Invoice, Packing List, Delivery Advice and Receipts.

· Responsible for the Time Management of the Employees and calculating there Overtime.
· Undertakes additional tasks if and when assigned by the management.

· Various admin coordination and activities.
ADMINISTRATIVE OFFICER
· Dealing with incoming emails, faxes and post.

· Responsible in photocopy and scanning of documents

· Dealing with correspondences, amending and writing letters
· Responsible in screening all phone calls before transferring to the appropriate person, enquiries and requests and handling them when needed.
· Meeting and greeting visitors at all levels of seniority. 
· Maintaining office systems, including data management, encoding and filing of documents, petty cash, memorandums and other internal concerns.
· Sourcing and ordering stationery, office equipment’s and office supplies
· Preparing meeting requirements, minute taking, compiling, distributing and following up on actions

· In charge for advertisement of vacant positions
· Organizing interviews, assessing prospective applicants and drawing up short listed candidates.
EXECUTIVE SECRETARY/ ADMINISTRATIVE ASSISTANT
· Reports directly to the General Manager

· Responsible in screening all telephone calls before transferring to the appropriate person, welcoming and looking after visitors.

· Dealing with incoming emails, faxes and post.

· Dealing with correspondences, amending and writing letters

· Handle clerical works such as encoding and filing of documents, petty cash, memorandums and other internal concerns.

· Responsible in photocopy and scanning of documents.

· Responsible in making memo’s for concerned staff.

· Responsible in searching suppliers and requesting them for quotation for the new tenders.

· Collecting, sorting out and checking the quotations received from different suppliers.

· Prepares commercial and technical offer to our clients.
· Prepares Commercial Invoice and Packing List for the LC.

PRICE INTEGRITY/ADD TO STOCK CLERK   
· Prepares Local Purchase Orders (LPO) for local suppliers and warehouse using SAP
· Updating daily sales

· Weekly perpetual inventory

· Amends and balances Invoices received daily (suppliers and warehouse).

· Process stock returns from suppliers as well as weekly wastages and consumption claims.

· Process Branch Transfers In and Out documents.

· Controls Purchase Order documents and transactions.

· Monitor the price changes of each and every department.

· Updating the weighing scale for price changes and shelf edge labels on a daily basis

· Weekly monitoring of the out of stock in every department.

· Processing weekly wastages and consumption claims.

· Processing goods returned for suppliers.

CASHIER
· Delivers efficient and friendly customer service.
· Greats the customer with a smile

· Process sales on Till

· Inform the customer of there total purchase made.

· Reconciles sales for the day for closing.

ASSISTANT SUPERVISOR
· In-charge of the inventory and sales transactions of the Store.

· Monitors inventory level and places orders.

· Monitors status and reports sales for the day.

· Makes sure that transaction results and reports are correct before closing of the day.

CUSTOMER SERVICE ASSISTANT
· Attends to the needs of the customers.

· Conducts surveys and sales presentations.

· Participates in the marketing plans and implementations.

SECRETARY/PURCHASING OFFICER
· Attends to client calls.

· Controls inflow and outflow of official correspondences.

· Responsible for the inventory of stocks of the store

· Responsible for doing the Purchase Requisition/Order

· General secretarial tasks
CAREER PROGRESSION
ADMINISTRATIVE ASSISTANT

           Sept. 2015 to Feb. 28, 2017
HIGH PROTECTION COMPANY

An Armoring Company

ADMINISTRATIVE OFFICER


          Sept. 2014 to June 18, 2015
SKS DAIFENG CONTRACTING LLC.

A Contracting Company for Oil and Gas

EXECUTIVE SECRETARY/ ADMIN. ASSISTANT         Nov. 2010 to Sept. 2014
VAMARCO ENERGY EQUIPMENT TRADING LLC.

A Trading Company for Oil and Gas

EXECUTIVE SECRETARY/ ADMIN. ASSISTANT
      Mar 2010 to Nov.2010
REGINA GROUP OF COMPANIES

A General Foods Company

EXECUTIVE SECRETARY
      Dec 2008-Feb 2009/Mar 2009 to Feb. 2010
SMART INSPECTION AND INDUSTRIAL EQUIPMENT LLC
A Trading Company

PI/ATS CLERK  




              Oct 2006 to Aug. 9, 2008
SPINNEY’S DUBAI LLC

A General Merchandising Company

CUSTOMER SERVICE ASSISTANT / CASHIER
         Jan 2006 to Sept. 2006

SPINNEY’S DUBAI LLC

A General Merchandising Company

ASSISTANT SUPERVISOR



        June 2003 to Sept 2005

NBS BOOK EXPRESS (Philippines)

A Books and Educational Materials Company

CUSTOMER SERVICE ASSISTANT 



  Feb 2002 to May 2003

Dream Broadcasting System (Philippines)

A Cable Service Company

CUSTOMER SERVICE ASSISTANT



  Mar 2001 to Dec 2001

Family First (Philippines)

An Insurance Company

SECRETARY/PURCHASING OFFICER


 
 June 1999 to Jan 2001

ZUSHI FOODS COMPANY (Philippines)

A General Foods and Beverages Company

PROFESSIONAL PROFILE AND INTEREST

· Mature and professional with a strong commitment to a career. A highly skilled, self-motivated and enthusiastic assistant. Quick to grasp new ideas and concepts and is keen to develop further skills and expertise. Vast exposure in customer service, secretarial and administrative works. Good natured with good interpersonal skills, highly motivated with initiative to learn and continue working towards a goal despite difficulties. A person of great concern, sincere and honest when it comes to attitude towards working. Absolutely hassle free person, enjoy working with people, a fast and eager learner and thrives in challenging working environment.
SKILLS

· Proficient in written and oral communication (English and Filipino)
· Knowledgeable in Microsoft Office applications, Office Management, Records Management, Diary Management, Database Management, Travel Management and Executive Support, SAP, Adobe Photoshop and AutoCAD.
· Excellent Typing Skills (50-60 wpm)
· Strong initiative and excellent judgement
· Pro-active and thinks ahead
· High level of exposure and experience in business working with Senior Management
· Loyal and hardworking, unquestionable integrity, respects a high level of confidentiality and confident with good decision making skills.
· Strong interpersonal skills to operate in a very complex multicultural environment (able to deal and build relations with people at all levels).
· Well organized and always prompts
· Keen attention to details
PERSONAL INFORMATION
Nationality:


Filipino

Date of Birth:

November 2, 1977

Visa Status:

Employment Visa
REFERENCE
· Available upon request
I hereby certify that the above information is true and correct to the best of my knowledge and belief.

