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ABIGAIL 

Abigail.367816@2freemail.com
OBJECTIVE:
A VIBRANT, HARDWORKING, DETERMINED & HONEST INDIVIDUAL who makes sure to get the job well done.  Possessing good communication skills combined with the ability to relate well to people at all levels. Now seeking any challenging and rewarding opportunity.
SUMMARY OF WORKING EXPERIENCE:
1. Company Name: Atlas Express Cargo LLC – Trade and Logistics
Position Title: 
Logistic Coordinator 
Date Joined:      March 26, 2015 – Present
Work Description: Logistic Coordinator for Import and Export 

· LC/DC Documents Preparation
· Requesting Booking and best rate from Airlines and Shipping Lines for Cargo Shipments
· Calogi and Dubai Trade documents processing.
· Coordinating with Transport Company for the collection and Delivery of Goods.
· Taking Inquiries and shipment Quotation.
· Export Shipments using FEDEX Software.
· Incharge in Import and Export Preparations by sea and by air.

· Preparing Correspondence and tracking the status of the shipments.
· Coordinating with Sales and warehouse team for the delivery schedule of goods.
2. Company Name: Smart Mail Service LLC – Logistic and Courier Company
Position Title: 
    Logistic Coordinator cum Accounts 
Date Joined: October 7, 2012 – October 18, 2014
Work Description: Logistic Coordinator cum Accounts 

· 2 years of experience providing customer support in logistics environment for Courier Industry

· Well verse of Company web portal for tracking shipments and updating the current status 

· Knowledge of online Calogi and Dubai Trade Portal for Import and Export Processing. 
· Coordinating with other Logistic company for third party transaction.

· Preparing LPO, Quotations, payments, Invoices and Delivery Orders.

· Keeping correspondence records and data entry for Accounting.
3. Company Name: Mohammad Almojil Group – Abu Dhabi branch
Position Title: 
    Accounts Assistant cum Document Controller

Date Joined:  
    April 19, 2011 – December 27, 2011

Work Description: 
ACCOUNTING JOB: 
· LC and  DC preparation

· Petty Cash Control
· Security Bond preparation

· Preparing Cheques and Cash Request

· Cost Allocation / Invoice Reconciliation / Payroll preparation / Aging of Payables
· Preparing payments for suppliers / Receiving invoice from Operations
DOCUMENT CONTROL
· Performs a variety of administrative and executive support tasks that are highly confidential 

· Establishes and maintains various filing and records.
· Acts as liaison between the managers, subordinates or others, by transmitting directives, instructions and assignments and following up on the status of assignments.
· Compiles and maintains records, statistical information, and reports.
4. Company Name: Mohammed Almojil Supply & Services-Dubai Branch
Position Title:          Account Assistant cum Administrative Assistant

Date Joined:            July 2008 – April 14, 2011
Work Description: 
ACCOUNTING JOB 

· Petty Cash Control (Delivery and Receipt). 

· Preparing forms for cash and cheques to be sent to the bank (Deposits). 

· Prepare receipts for customers and Give it to the runner for cheques collection.
· Prepare Cheques and Cash Requests. 

· Print AR report, Follow closely with customers, build good relations, Solve invoices problems proactively, Ensure Timely collections and Report slow-paying clients and aged invoices. 

· Building good relations with our vendors and Receiving Invoices from operations.
ADMINISTRATIVE JOBS 
· provide administrative and project support for Department Head 

· maintain necessary department files and order and maintain offices supplies and equipment 
· read incoming mails and prepare outgoing mails and emails / answer and screen phone calls 
· To make travel arrangements and reservations 

· coordinate group meetings, create presentations, and record the meetings

5. Company Name: (ADNH-COMPASS) – Abu Dabi
Position Title:          Maintenance Crew

Date Joined:           January 24, 2006 - to July 7, 2008
· To maintain, a high standard of cleanliness and hygiene at all times

· To ensure all the services standard are met.

· To organize and arrange the supplies on stockroom

EDUCATIONAL BACKGROUND:
ABE International College of Business and Accountancy

Davao City, Philippines

2001-2005

Course: Bachelor of Science in Accountancy (BSA)

 Daniel R. Aguinaldo High School (Secondary School)
Davao City, Philippines

1997-2001

Jose Bastida Elementary School (Primary School)
Davao City, Philippines 

1991-1997

TRAININGS AND SEMINARS:
ISO 9001 2008 / ISO 14001 2004 & OHSAS 18001 2007

International Industrial Certification – IIC

Abu Dhabi , UAE

October 2011

Infection Control
Rashid General Hospital

Dubai, U.A.E

March 2007

Fire Prevention Training
Rashid General Hospital

Dubai, U.A.E

July 4, 2007

SKILLS:

• Knowledge of correct English usage and grammar 
• Well knowledgeable for ISO Standards
• Proficient in Microsoft Application and Computer literate
• Ability to review several diverse reference sources, select and synthesize data for reports and other forms of correspondence. 
• Able to multi-task and prioritize tasks in situations of multiple requests  
