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ZHERENE 

ZHERENE.362120@2freemail.com  
  

Objectives

· To work in a reputed organization that fosters mutual growth and learning, as well as creates a long lasting relationship with co-workers.

· To seek career opportunities through extensive years of secretarial, administrative and Customer Service; to extend my field of responsibility; and veer towards self-improvement.

Profile Summary

· 5 year experience in UAE  as Secretary / Administrative Assistant / Accounts Assistant / Logistic Coordinator/ Marketing Assistant
· Having a typing speed of 60 wpm and up.
· Experienced in computer operations- MS Office- Word, Excel, Outlook and Internet navigation.

· Excellent spoken & written communication skills in English.

· Handle multiple tasks effectively.

· Renowned for being a team player, enthusiastic and a fast learner.

· Possess excellent organizational skills & can work independently.

· Well organized, systems oriented & have a strong attention to details.

· Efficient, smart, reliable and hardworking.

· Can work under pressure and meet deadlines.
Employment History

Administrative Assistant/ Logistic Assistant / Marketing Assistant
Network Information Technology LLC (June 2014 up to Present)

· Creates documents using Microsoft Offices such as MS Word, MS Excel and MS PowerPoint

· Performs general clerical duties to include but not limited to: photocopying, scanning, faxing, mailing and filing. Maintains hard copy and electronic filing system
· Prepares shipment’s delivery note and checks stock availability using Tally System

· Prepares invoices 

· Handles shipment arrangement and collection

· Coordinates with clients with regards to shipment’s status

· Prepares documents for custom clearance using Dubai Chamber E-Services 

· Knowledgeable in Logistics/Supply Chain
· Preparing  Purchase order  and Proforma invoice
· Prepares Monthly Distribution Sales Report

· Takes product inventory

· Follow up client’s payments

· Checks company’s statement of account with courier companies

· Does flight enquiry and booking for the staffs

· Prepares minutes of meeting
· Assist in exhibition and events (Gitex, Intersec, etc.)
· Prepare marketing materials.

Secretary / Administrative Assistant / Accounts Assistant / Logistics Coordinator
PROLOGIX LLC (May 2012 up June 2014)

Administrative Assistant/ Secretary

Prologix LLC 

March 2013 – June 2014
· Collecting from employees all the requirements, certificates and other documents needed for their employment.

· Monitoring Attendance of all employees that’s needed for making payroll.

· Coordinate in purchasing office supplies & arrange staff requirements. 

· Ensuring stock of stationary and office supplies at all times.

· Maintain and control confidential files and records. 

· Conducting screening interviews of applicant over the phone
· Assist with any administrative requests or reports as requested

· Organize and coordinate meetings, conferences. 
· Take type and distribute minutes of the meetings. Implement and maintain office systems, maintain schedules and calendars arrange and confirm appointments, set up and maintain filing systems, maintain databases, support all departments for filing and secretarial jobs. 
· Maintaining / updates the clients & company’s contact list

· Taking customer inquiries & forward to the sales person

· Create & maintain record of office filling system to ensure fast access to retrieve any records
Logistics Coordinator 
Prologix LLC 

September 2012 – February 2013
· Preparation of MRN - Material Receipt Notes

· Maintained confidential records,  performed filing and document control, invoices data entry, scanning and general administration duties
· In-charge in warehouse operation.

Accounts Assistant

Prologix LLC 

 May 2012 – August 2012
· Payable - Preparing cheque payments to suppliers and other overhead expenses.

· Receiving Cash / Cheque payments from customers.

· Entering all accounting transactions on a day to day basis such as invoice, purchase   orders, receipts and payment in computerized accounting system.
· Maintain and organize the necessary records/files to support transactions related to area of assignment. 

· Making Payments to Du and Etisalat Bunch (25 mobile numbers) of numbers for Sales Employees.
· Arranging payments for all credit cards used by the GM and other overhead expenses.

· Responsible for the filing & maintenance of file accountable documents
Seminars &Trainings Attended
	· Nursing Management and Leadership, February 01-02, 2010
· Introduction to Telemetry, August 24-26, 2009
· Introduction to Advanced Cardiac Life Support, May 25-27, 2009
· Introduction to Care of Patients with TPN, Blood &Blood Products and Pain Therapy , November 18-26,  2008
Educational Qualifications

· Bachelor in Science Major in Nursing
Dr. Yanga’s Colleges Inc.
Skills
· Knows how to negotiate transaction.

· Proficient in Microsoft office application.

· Internet familiarity – E-mailing.

· Filing record Management.

· Quick learner, self-starter, trustworthy and has the ability to work under pressure.




