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JOLLY    JOLLY.363930@2freemail.com 
 
	


Professional Summary
Administrative professional offering excellent communication and computer skills.  Meets deadlines and works with a high level of multicultural awareness and adaptability.

Skills


-  Administrative support


-  Professional phone etiquette


-  Project Planning



-  Excellent communication skills


- Customer Service



- Articulate and well-spoken 


-  Record maintenance


 - knowledge in MS word and excel

Work History

Supply Chain Coordinator – Purchasing Assistant
SEF ENGINEERING LLC DIP 2




April 2016 to Present
· Assist and report directly to Operation Director and Supply chain executive pertaining to all factory and projects operation including materials procurement and related matters.
· Perform as main role in negotiation activities with vendors in terms of quality requirement, competitive pricing, prompt delivery, good services & comply with company purchasing agreement requirement.
· Prepare material requisition and Local Purchase Order in different batches to suit individual project requirements.
· To liaise with vendors and make complaints report for all the defective incoming goods
· To follow up closely on all import/export shipment as per requirement time to time.
· Input document data into the standard registers ensuring that the information is accurate and up to date.
· Maintain the files and control logs as required by the production
· To maintain good, proper filling & documentation system for material and procurement records at highest level of confidentiality.
Senior Sale Associate

Apparel Group L.L.C. - Dubai, U.A.E.
                      August 2009 to January 2015
· Ensure that each customer receives outstanding service by providing a       friendly environment, which includes greeting and acknowledge every customer, maintaining solid product knowledge and all other aspects of customer service.  
· Maintain an awareness of all promotions and advertisements. 
· Communicate customer requests to management.  
· Assist in processing and replenishing merchandise and monitoring floor stock.  
· Assist in completing price changes within the department.
Training / Admin Assistant

Virjen Shipping Corporation - Philippines
         October 2005 to May 2009

· Attends to the general and administrative functions of the Training Department.  
· Works in conjunction with the Crewing Assistants with regards to the smooth   facilitation of training procedures.

· Assists in the formulations and developments of training programs, modules and materials.

· Assists the Training Officers in ensuring proper training programs, modules and materials.

· Where applicable, conducts evaluations and assessments of crew completing the training programs.

· Ensure proper control, maintenance and safekeeping of assets department materials property and records. 

· Monitors periodic usage of supplies and replenishment of the departments.

· Ensure the preparations, reviews and timely submissions of periodic and special reports concerning department operations as per company, principals and government requirements. 

·  Encoding of training grades of all trainees.

ADMINISTRATIVE ASSISSTANT


Phoenix Maritime Corporation - Makati City   August 2004 - December 2004



Personnel Assistant
· Maintain attendance records of the employees in coordination with the administrative officer.
· Prepare attendance summary report of the officers, staff, contractual employees and apprentices for subsequent endorsement to Finance Department for payroll purposes;
· Generate for issuance to regular employees official company identification (ID);
· Generate and accomplish official procedural form (i.e. Gate Pass, Property Memoranda etc.) for endorsement and approval of the Administrative Officer;
· Assist in the maintenance of files and records of the Personnel Section;

Communication Assistant

· Attend to proper dispatch of outgoing office correspondences;
· Receive and dispatch incoming official correspondences, through mail or other means;
· Maintain logbooks for receiving, dispatching, proper distribution and referencing system;
· Assist and ensure that the company’s communication equipment (facsimile machine, PC terminal for email communication and telephone units with NDD and IDD services) are maintained and in good working order;
· Check inmarsat, fax and telephone bills in coordination with the administrative Officer to  ensure that; fax and phone charges are identified for vessel accounting; Personal calls are charged to person concerned.
Purchasing & Office administration assistant

· Accept the requisition slip and endorse the same to the Administrative officer for proper disposition;
· Order, follow up delivery and acknowledge receipt of requisitioned items as per approved Purchase Order and verify information against supplier’s invoices;
· Attend to the planning, preparation and coordination of general office operations, staff activities, special projects and activities;
· Assist in the maintenance of files and records of the Purchasing & Office administration Section
Education

Bachelor of Arts Major in Psychology

University Of Caloocan - Caloocan City, Philippines - 

Year 2003

