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POSITION APPLIED





KEY QUALIFICATIONS











EDUCATION





WORK EXPERIENCE





Skills:


Proficient in Microsoft Programs (Word, Excel, Outlook, Power Point, Access)


ERP (Peachtree, Oracle)








Administrator/Secretary/Document Controller





Over 7-year experience in the Administrative/Secretary in UAE.


A team player, good organization with self-initiative, fast learner and good interpersonal skills.





Bachelor of Science in Commerce major in Management





Physical Department Assistant/Secretary/Storekeeper


Model Craft Pty. Ltd/ Model Craft Bldg. Maquette & Model Makers LLC


11 January 2015 – 30 January 2017





Responsible for calendar management – arranging appointments/schedules of Physical Director for his domestic and international meetings with the clients and ascertain which event/meeting requires his presence. And follow up on the decisions and actions agreed upon with the client and production meeting.


Handling all emails and correspondence confidential and sensitive matters with discretion. 


Take initiative in Director’s absence and delegating and overseeing work to others in his absence.


Preparing work sheet on a regular basis, preparing the progress reports of ongoing projects; assist with preparation and making of presentation, reports and materials for various initiatives, method statement and work safety.


Responsible for receiving and filing related files of projects awarded and endorsed to Physical department such as drawings, shop drawings, incoming and outgoing relative documents, MOM, material specifications, etc.


Responsible for preparing material requisitions, get approval from the Physical Director and coordinates with purchasing officer/accountant to create purchase and then follow the request


Contacting dealers/suppliers for various stocking, as well as researching for materials in local and international market.


Responsible for receiving, storage, requisition and disbursement of materials ensuring safety and physical control of stocks.


Responsible for physical inventories and managing inventory.


Responsible for organizing installation and shipments – arranging trucks/vehicles and labors for transporting the models/package, coordinating with shippers after getting the best quote and coordinating with clients during transit to ensure safe receipt of goods.


Arrange and coordinate travel schedule, reservation, hotel accommodations and documents of the person who goes on business trip. Prepare itinerary, trip file and supplies. 





Current Salary:


5,500 Dirhams





Notice Period:


Immediate








Industrial Secretary/Document Controller


Samir Odeh & Sons Equipments Spare Parts Trading


19 June 2012 – 4 September 2014





Receives, register incoming and outgoing documents and filing the documents accordingly.


Screen and sort mails and other documents and ensure proper responses and acknowledgements are provided.


Organize, prepares and initiate actions and documents require for the submittal of tenders/boq and registration process required by customers.


Coordinate all activities related to document control procedures and endorsed documents to concern department/personnel accordingly.


Responsible for office supplies – create/submit requisition request to the concern department and follow up.


Provide support for the team – such as track deliveries, relay memos, monitor staff request, provide internal forms required by staff and submitting to concern department and filing it after and if needed, follow through.


Responsible in maintaining calendar of events/meeting and deadlines of inquiries/tenders and ensuring all actions/presence has been accomplished.


Coordinate, liaise, prepares and response to any sales related issues such us distribution/delivery of materials, rejections, documentations, queries and complaints efficiently with the required departments.


Executive Secretary/Asst. Accountant


Subol General Contracting L.L.C.


15 October 2008 – 19 January 2012





Reports directly to Managing Partner, drafts correspondence on their behalf and write letters of various types per their dictation and request.


Establish reliable and administrative and financial filing system and updates records and directories as needed .


Responsible for office management – stock/office inventories, receives and greet clients, screening calls and walk-in clients who wishes to see the MP, manage and budgets office expenses and materials.


Produces report, updates company pre-qualification, makes payment voucher, receipt voucher, prepare cheques for payment and signature for MP, makes invoice and statement of account for the clients.


Responsible in following/collecting payments and liaising between client and the subcontractor in regards to project progress and requirements.

















