Michelle
Michelle.357201@2freemail.com
Position Sought:  Secretary/Office Administrator/Purchase Officer
Job Objective:
To employ full time in a position which will make use of my knowledge and my skills, experience and which will enable a possibility of a long-term commitment.

Capabilities and Skills:

I am known to be alert and strict in following rules and regulation, eager to learn in any aspect, work well under pressure to meet the needs of the company.
Employment History:

Position Held:

Sales Executive/Office Administrator/Purchase Officer
Company:

Below the line trading fze

Inclusive Date:
April 2014 – October 2016
Location:

Ajman Free zone, Ajman, U.A.E
Key Responsibilities (Office Administrator):

· Carry out administrative duties efficiently including correspondence, collections and customer relations.

· Schedule and coordinate appointments and make necessary arrangements as needed

· Collect, organize and summarize information as requested

· Maintain accurate records of incoming and outgoing correspondence, file documents and letters systematically, and keep all assigned files up-to-date. Preserved confidentially of all official documents.

· Keep inventory record for all office equipments and supplies. Also, manage supply requisitions.

· Uphold strict compliance with Company Policies, system and procedures.

Key Responsibilities (Purchasing Officer):

· Development and issuing operational guidelines, procedure and task descriptions, which provide authority to the purchasing department.

· Development and implementation of auditing and review programs

· Establishing long term contracts with preferred suppliers

· Deciding on financial participation in suppliers

· Formulating policies concerning transfer pricing and intercompany supplies

· Formulating policies on reciprocal arrangements, countertrade, etc.

Computer Knowledge:

MS Office, Emails, Windows & Internet

PERSONAL DATA

Age:


26 yrs old
Birth Date:


April 13, 1990
Birth Place:

Iloilo City, Philippines
Gender:


Female

Height:


5’5”

Civil Status:

Single
Nationality:                      Filipino

Visit Status:

Visit Visa

Expiration:


April 8, 2017
Educational Background:
College:

Iloilo Doctors’ College (School of Midwifery)
2008-2010
Secondary:
Calinog National Comprehensive High School

Calinog, Iloilo City
2003-2006
 I hereby certify that the given information is true and correct to the best of my knowledge and belief.
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