Dear HR Manager,

 

I am enclosing my CV with this cover letter that shows my well-built educational background and working experiences. I have several years of experience in a variety of fields including administration and purchasing on a well-known company which I believe has honed my skill. And if given the chance, I’d be more than willing to transfer the knowledge and skills that I have fruitfully gained for the development of your firm.
In addition to my extensive office experience, I have strong communication, customer service, and administrative skills. My broad background makes me an excellent candidate for this position.

 

Thank you for considering this humble application.
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Rochelle 
Rochelle.359580@2freemail.com 

Career Objective:


To obtain a highly challenging job that would offer opportunity for advancement and to become part of a professional team within a growth oriented organization, whereby, I can utilize my strong work ethics and excel on the job given.
Highlights and Qualification:


I have finished a graduate course in Business Information Management with strong interpersonal skills. I am hardworking, can cope up working under extreme pressure, knowledgeable in handling conversations and how to carry myself in relating with co-workers.
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Professional Profile:

Import Officer (September 2008 – February 2014)
I-Fashion Marketing Company (Crissa Jeans, FUBU International, DyseOne,Redgirl,EGO Jeans)


Pasig City, Philippines
Merchandising / purchasing duties: 
• Translates, checks and issues manufacturing orders and purchase orders for Foreign suppliers’ guidance.
• Compare and negotiate price with suppliers.
• Monitor and follow-up sampling development and evaluation to hasten results on both sides.
• Assist in monitoring inventories of fabrics, accessories to help each brand in their forecast and planning.
• Mediate and process information to and from both parties for clarifications, problems that arises from time to time with regards to sample development and procedures.
Administrative duties: 
• Disseminate useful information to all departments concerned about the incoming deliveries.
• Coordinate with Foreign and Local brokers about shipment concerns to ensure timely deliveries of shipment and in good condition.
• Produce weekly, monthly and annual reports of purchases, in-transit and received goods for brand managers and the senior management.
• Coordinate works and activities with other departments concerned (production, finishing, warehouse departments)
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• Assist and supervise CEO personal transactions

Product Development Officer/Merchandiser (February 2014 – January 2015)

Topline Attire & Garments Co. (Freego/Freshgear/Bobson/Wrangler Philippines)


Manila, Philippines

Merchandising duties:

· Assigned to maintain a company's products in stores.
· Provides overall support and coordination of initiatives.
· Resolve product design and development problems.
Secretary cum Admin (June 2015- up to present)

Jeita Restaurant LLC (Alsalami Group of Companies) – Dubai UAE
Main duties:

· Assist and supervise General Manager personal transactions 
· Handling accounts of the Restaurant Sales, staff records
· Coordinates with all suppliers 
· Assisting company accountant and PRO.
Educational Background:

2006-2008
AMA Computer College- Cainta




Business Information Management/ Information Technology



Tertiary Degree

2002-2006
Roosevelt College- Cainta

Secondary Degree

1996-2002
Karangalan Elementary School

Primary Degree
Skills:

· Computer Literate (Microsoft Office)
Knowledgeable in Business Application Software

· Excellent leadership skills and training.

· With SAP (Systems, Applications and Products) Experience

Personal data:

Date of Birth
: March 6, 1990



Civil Status
: Single






Citizenship
: Filipino
Visa Status
: Employment Visa
I hereby certify that the above-mentioned details are true and correct for the best of my knowledge.
