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Arcedhet 
Address: Deira, Dubai UAE

Mobile: C/o 971501685421
Email: arcedhet.378280@2freemail.com 
EXECUTIVE ASSISTANT TO CEO
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A highly motivated and well organized executive assistant with years’ of experience in office based environments. I work closely with senior managerial or directorial staff to provide administrative support, usually on a one-to-one basis.


CAREER HISTORY

November 2016 - August 2017

Sales & Service Executive

Shora Group (GIT Trading LLC) – Dubai, UAE

Duties:

· Assisting Sales and Service Managers and Managing Director on any necessary work required.
· Prepare Sales and Service quotations
· Prepare Sales Income and Invoice report. (Monthly and Annually)
· Respond to sales queries via phone, email and walk-in clients.
· Create a purchase order to supplier and ensure the deliveries of goods to customers are on time.
· Arranging shipments, import and export, and shipment monitoring
· Follow-up calls for quotations sent to customers
· Coordinate with Suppliers for Sales and Marketing
· Supporting Sales and Service Team on any necessary work required
December 2012 – December 2015

Executive Assistant to CEO cum Sales and Marketing in charge

Nils & Abbas Trading Co. LLC – Dubai, UAE

Duties:

· Arranging travel, visas and accommodation and, occasionally, travelling with the manager to take notes or dictation at meetings or to provide general assistance during presentations;
· organizing and maintaining diaries and making appointments;
· dealing with incoming email, faxes and post, often corresponding on behalf of the manager;
· producing documents (contracts, quotations, orders), Sales and marketing reports
· organizing and attending meetings for Sales, Supplier and Annual Budget meeting
· Liaising with clients, suppliers and staff.
· Make sure that CEO and managers meeting schedule is well plotted on calendar and updated
· Assisting the CEO and Managers to all necessary work required
Sales and Marketing Task;

· Handles Event/Exhibitionsto promote products (Dubai World Trade Center -  GulFood
Manufacturing 2014, Arabplast 2015 & Gulf Print & Pack 2015)

· Booth setup, Manning the stand, Registration and Badge application
· Formulate, direct and coordinate marketing activities to promote products and services
· Assisting Sales team in resolving any sales related issues with customers.
· Completing administrative needs of the Department.
· Preparing quotation for Compressed Air System, Automation & Instrumentation and Annual Maintenance contract.
· Prepare sales and marketing reports to include weekly, monthly and annual management report as well as flash figures.
· Coordinate with Suppliers for Marketing and Sales matters (i.e Brochures, Souvenirs, Catalogue and Price List)
· Take minutes of meetings accurately, using short-hand when required and type these into a formal document as and when required;
· Arrange meetings and set up the equipment for the meetings as required
Logistics-in-charge Duties:

· Responsible for all import and export shipments.
· Ensure that all shipments are on time by Liaising and Negotiating with Customer, Suppliers and Forwarders.
· Create Shipping documents, Invoice, Packing List and COO, for export shipment.
· Create Customs declaration, arranging for transportation for all import and export shipment.
· Coordinating and controlling the order cycle and associated information systems
· Reviews freight rates: air, courier, and sea shipment.
· Arrange transportation and forwarding services for all orders to ensure material is delivered as per schedules.
· Expedites all critical orders and coordinate details / information to sales team
Customer Service Representative

August 2011 – July 2012

Convergys – Philippines

Account handled: AT&T (US account) and Optus (Australian account)

Duties:

· Interface with customers via inbound or outbound calls or the Internet for the purpose of resolving routine problems with products or services.
· Handled Sales and Billing for US and Australian based clients
· Trained with call handling &amp; client communication for US based clients and Australian based Clients
Technical Support Representative (Customer Service Associate)

July 2010 – July 2011

First Source Solution Limited – Philippines

Account handled: Private Internet Protocol Provisioning

Duties:

· Handled Sales for US based clients.
· Handled inbound / outbound / Conference call from Clients / Company Managers and directors.
· Order Management and Provisioning of Line Circuits
· Routing and designing internet ports making sure a good line.
KEY SKILLS


· Excellent oral and written communication skills.
· Proficiency in Microsoft office (Word, Excel, Outlook and Powerpoint)
· Proficiency in Oracle System and Orion System
· Handled Dubai World Trade exhibitions (GulFood Manufacturing 2014, Arabplast 2015 & Gulf Print & Pack 2015)
Shaw Academy online course - Dubai

· Basics of Digital Marketing (April 2017)
CompAir Sales Training - Dubai

· Sales Strategy and Techniques (November 2014)
Excel Asia Training and Development – Philippines

· English Communication and Comprehension Skills - Customer Service 101 (May 2009)
EDUCATIONAL BACKGROUND


University of Perpetual Help System Biñan, Laguna 2005 – 2009

· Course: Bachelor of Science in Nursing
· Bachelor’s degree holder
PERSONAL DATA


Date of Birth

Nationality

Status

Gender

Language Spoken



: September 25, 1989

: Filipino

: Single

: Female

: Filipino and English

Visa


: Visit Visa

