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MARITES 
Marites.362098@2freemail.com 

I am a proficient Admin, Sales and Purchasing Coordinator with 8 years of related experience in the UAE who is willing to share my skills and impart my acquired knowledge to a progressive and dynamic organization. Moreover, I am keen be a part of a team who is having the same drive, commitment and dedication of bringing exceptional quality of service and deliverables to its client.

Company Name
: KITCHEN MASTER TRADING LLC – Al Quoz Ind. 04 Area, Dubai - UAE
Nature of Business
: Kitchen Equipment Supplier, Design and Fitting, Manufacture and Service Maintenance
Position


: Admin Coordinator /Sales Estimator – June 2013- December 2016
Duties and Responsibilities:
· Primarily assists the sales team, focusing mostly on managing schedules and the distribution of any sales & purchasing documentation.

· Prepares and follows up on sales quotations for clients, negotiates terms customizes a cost competitive proposal for the requirement. 
· Direct coordination of supplier; export, forwarding, and receiving goods.
· Prepares and drafts Letter of Credit – LC / any bank Letter related.
· Liaises between internal departments and the client to provide the service most suitable to the needs, budget and time restraints.

· Works closely with the Business Development and Sales Team to assess the progress of a potential project and develop appropriate sales strategy.

· Acts as the client’s single point of contact to streamline communication to and from the support team.
· Provide technical support on incoming service requests.
· Preparation and administration of invoices and LPOs and coordinating sales department.
· Assists in financial cash flow inclusive but is not limited to: invoice encoding, payable and collectibles including management of petty cash.

· Administration and updating of inventory for office supplies and consumables.
Company Name
: ALNO MIDDLE EAST FZE- Jebel Ali Freezone, Dubai - UAE
Natures of Business
: Kitchen Design, Fittings, Planning & Manufacturing.
Position


: Admin Assistant / Secretary - September 2010 to June 2012
Duties and Responsibilities:
· Process and liaison of Online VISA (JEBEL ALI FREEZONE – System and Online Portal)

· Arranges bookings, hotel and flight schedules for staff and manager’s business trips. 

· Administration of meeting room bookings for Directors, Manager and clients.
· Organizes business meetings for directors and managers and prepares the minutes of meeting.
· Management of incoming calls and directing clients to concerned departments.
· Administration of inter-department IT related concerns and follows up the required resolution.
· Arrangement and scheduling of the required vendor or service provider to fix the office equipment faults and troubles (i.e. photocopier, printers, telephones, voice and data ports).
· Performs mail services to courier and pick up documents or equipments to be sent to other countries or any place of destination. Inclusive of mails distribution to concerned departments.
· Prepares Requisition Orders for pantry, stationery, consumables and office supplies.
· Administration of utility bills and employee time sheets for monthly submission to Payroll.
· Preparing and circulation of invoices for approval/signature of Managers.
· Administration and control of documents for confidential files. 
· Drafts memos and correspondence (such as Letter of Intent, Subcontract Reviews and Minutes of the Meeting).
· Circulation of applications, requests and documents for signature of managers, directors and company’s senior management.
· Tracking, monitoring and administration of Requisition Orders, Local Purchase Orders, Work Orders and Subcontract Agreement.
Company Name
: MARINO KITCHEN EQUIPMENT- Deira, Dubai - UAE
Natures of Business
: Kitchen Design, Fittings, Planning & Manufacturing.
Position


: RECEPTIONIST CUM SECRETARY – April 2008 till September 2010
Duties and Responsibilities:
· Prepares quotation, invoice, and Local Purchase Orders.
· Administration and receiving calls from employees to follow up of any company requirements.
· Prepares Certificate of Employment, Salary Certificate and issues guarantee letters and Clearance Letters.
· Management of bookings for flights and hotel accommodation.

· Receives, directs and relays telephone messages and fax messages
· Supports all procurement documentation and process.
· Document control and administration of confidential files.
· Preparation of meeting minutes, arranges conferences and conference calls

· Maintains and updates inventory of office supplies

· Management of incoming phone calls and directs clients to concerned departments.

Tertiary





Training and Certifications





Bachelor of Science in Education
Completed Executive Secretary Course

Cotabato City Polytechnic State College
Search & training Institute 
Cotabato City Philippines
Deira, Dubai - UAE
Secondary





Completed Basic AutoCAD Course

Parang National High School
Filipino Institute 

Parang, Cotabato City Philippines
Deira, Dubai - UAE

· Multi-tasking and can work under pressure.
· Proficient in computer applications, expert on MS Office (Outlook, Word, Excel, Power point and) and basic knowledge on Oracle System & Smart Accounting System.
· Working knowledge on AutoCAD and administration of construction drawings.
· Highly competent, flexible, self-motivated, can easily adapt to changes, hardworking with the ability to rapidly learn and apply new skills.

· Well-organized in order to react and respond to any query or technical clarifications.

Nationality

:
Filipino

Date of Birth

:
14, APRIL 1982
Marital Status

:
Single

Languages

:
English, Tagalog
Visa Status

:
Visit Visa 
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