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Laarnie 
Laarnie.359464@2freemail.com 

Dear Sir/Madame,

This is regarding to express my intent in applying for the position that commensurate my skills and qualifications. 
To brief you more of my background and qualifications, a review of my CV will help you convince that I have the courage and honor to apply and to prove my worth in your company. With this, I hope to hear from you soon.
	
	


Professional Objectives:

To be able to handle a position where my skills and other potentials can be tapped and where I can responsibly assume obligation and duty for the success and growth of the institution.
POSITION DESIRED:



Logistics-Distribution Coordinator / Administrative Assistant / Receptionist 

PROFESSIONAL EXPERIENCE:



REEBOK MIDDLE EAST LLC
Dubai Investment Park, Dubai, UAE
Period: April 2008-Present

Logistics/Distribution Coordinator

Essential Job Function Responsibility:
· Prepare Stocks allocation for distribution and retail for each shipment.

· Coordinated with sales team in receiving, encoding, invoicing and dispatching of orders both local and international market.

· Prepared Pro-forma Invoice, Packing List and Commercial Invoice for goods ready for dispatch.

· Coordinate with customer and shipping companies for collection and delivery arrangement as well as preparation for documents and other import or export documents needed for country destination. 

· Prepared documents for attestation in Dubai Chamber of Commerce prior to shipping of goods. 

· Counter checked records of stocks through annual inventory.

· Preparing and handling various contracts and LC export documentation.

Smith International North Sea Ltd.

Oil Field Supply Centre

Jebel Ali Free Zone, Dubai, UAE

Period: July 2007-January 2008

Receptionist/Admin Assistant 
Essential Job Function Responsibility: 

· Independently handling busy switchboard. Assisting and transferring call to concerned personnel in a very outstanding and respectable manner. 
· Maintaining a record of all incoming and outgoing faxes and in charge of distribution to the concerned personnel. 
· Created and established personnel files which can be used as reference for any HR and administration requirements. E.g invoices, timesheets, etc.
· Preparing letters and documents for the processing of the visa’s related licenses for international and local needs.
· In charge of labeling files in library for quick retrieval as well as keeping the software copy within the common server with proper identification.
· Booking air tickets.
· Receiving incoming deliveries for the office such as office supplies.
· Handling the AED/USD petty cash of the company.
Electronics Logistics FZCO

Jebel Ali Free Zone, Dubai, UAE

Period: Sept 2005-June 2007

Receptionist
Essential Job Function Responsibility: 
· Accommodate visitor and ensure that they see the right person in good time.

· Maintain tidiness at the reception area.

· Answer the phone promptly.

· Screen incoming calls.

· Take down messages and e-mail as required.

· Check telephone messages and e-mail as required.

· Log all in coming invoices before giving them to the accounts.

· Typing and filing as required.

· Monitoring incoming and outgoing shipment.

· Tracking shipment status online.

· Ensure that high level of liaison is maintained between front office and all other departments within the hotel. 

· Does the sorting of documents and parcels for distribution to our respective personnel.

High Frequency Devices LLC, Dubai, UAE

August 2002-August 2005

Receptionist
Essential Job Function Responsibility: 
· Managing incoming and outgoing calls, emails, faxes and other correspondence.

· Organizing and maintaining client’s database.

· Filing of records.

· Handling office supplies purchases & inventories.

· Making hotel booking and flight schedule.

· Does the sorting of faxes and distributing them to the respective department staff.

· Perform other duties as needs arises.

ACADEMIC ACHIEVEMENTS
Associate in Arts of Hotel and Restaurant Management (HRM)

University of Baguio, Philippines

June 1993-October 1996

KEY & IT SKILLS

· Pro active, self driven & ready to take up challenge.

· Preserve confidentiality & sensitive material routinely encountered as part of work assignments.

· Ability to understand & grasp the operation of the organization to assume assigned responsibilities.

· Able to work independently with or without supervision, as well as work in a group.

· Ability to interact well with people.

Applications: MS Office /Retailigence Program

	


PERSONAL DATA

Nationality: Filipino

Marital Status: Single

Languages: Filipino and English 

Visa: Employment (Transferable)

