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JACQUELINE 
Email : Jacqueline.383406@2freemail.com 
Visa Status: Visit Visa                   
OBJECTIVE
Willingness to face new challenge and opportunities and to apply what I have learned from my previous experiences and continuously acquire the training and expertise needed for future advancement.

KEY COMPETENCIES
Windows OS, Microsoft Office, Reception, Office Administration, Logistics, Records and Database Management,    Follow-up Skills
EDUCATION





Bachelor of Science in Banking and Finance, Polytechnic University of the Philippines, 1994 – 1998


WORKING EXPERIENCE


Easy Global Trading LLC, Dubai, UAE

Receptionist /Secretary (March 10, 2015 – May 27, 2018)
Job Description:
· Carries out secretarial and administrative functions such as guests and callers’ coordination, file organizing and gives support, as need arises, to other departments

· Tracking of ETD and ETA of shipment and discharge date of container

· Request of invoice in shipping line and prepare shipping cost
· Monitoring of shipping line demurrage and port storage charges
· Monitoring of stock materials in warehouse, sold containers and unsold containers
· Prepare documents for shipping line when telex or original bill received
· Coordinates to transporter for port pick-up schedule and prepare e Token (FCL and MT), EIR and other amendment as needed and email or fax to concerned person as instructed
· Prepare Delivery Note and send to customer by fax or email
· Follow up clearance status in clearing agent
· Apply on line Certificate of Origin in Dubai Chamber
· Check invoices from transporter and clearing agent to be submitted to accounts
· Monitoring of incoming and outgoing of Original Import Documents
Al Ain Sunrise Contracting Company, Dubai, UAE
Secretary (September 26, 2012 – November 14, 2014) 

Job Description:

· Prepare request for quotations, purchase orders and delivery
· Responsibilities include general administrative work and secretarial duties like filing and managing all document flow
· Manage all incoming and outgoing correspondence as well as phone call, fax and email traffic
· Maintain and update databases for employees, clients and suppliers
· Maintains attendance reports and leave records

· Prepare employees payroll, checks and vouchers for payment of Accounts Payables

· Maintains financial records
· Order and replenish office stationery supplies, etc.
Formplas Services Corporation, Philippines
Secretary (May 29, 2012 - September 8, 2012)
Job Description:
· Answering calls and inquiries
· Follow-up of sample charge and down payment

· Encoding and follow-up quotations to client

· Receiving and filing of incoming and outgoing transmittals

· Issuance of Purchase Order for office supplies and in the production

· Receiving of Purchase Order from client and make production report for new Purchase Order

· Prepare checks and vouchers for payment of Accounts Payables

· Issuance and accepting of counter receipts for purchases made

· Paying of bills, SSS and Phil health to the bank 
· Prepares Statement of Account for Collection

PlastikBags, Inc. - Philippines
Office Coordinator (April 2, 2012 - May 26, 2012)
Job Description:

· Responsible for employees  work  time schedule for daily production operations
· Tabulate daily time record of weekly and monthly regular employees
· Computes salary of employees under “ Pakyawan System”
· Monitors and checks office supplies and other  needed materials
· Prepares purchase order for materials needed in the productions
· Receives and dispatch finished goods for delivery
Fame Plastic Products, Inc. - Philippines
Office Coordinator (November 3, 2003 - March 31, 2012)
Job Description:

· Responsible for employees  work  time schedule for daily production operations

· Tabulate daily time record of employees under agency, weekly and monthly regular employees

· Monitors and checks office supplies and other  needed materials

· Prepares purchase order for materials needed in the productions

· Receives and dispatch finished goods for delivery
· Perform other related duties that maybe assigned by my superior from time to time
Watson Drug - Philippines
Cashier (October 31, 2002 - March 31, 2003)
Job Description:
· Get orders from the customers
· Prepares transmitted and document control

· Prepares discount and return authorization slip
Lorenzana Food Corporations - Philippines
Payroll Master (October 7, 1998 - November 15, 2001)
Job Description:
· Computes payroll of regular employees

· Prepare monthly contributions and loan remittances

· Compute separation pay of resigned employees

· Compute tax refund of every employees at  the end of the year 
· Prepare annual alpha list 
· Prepare income tax return

Lorenzana Food Corporations - Philippines
Credit & Collection Officer (August 6, 1998 – October 6, 1998)
Job Description:

· Checks and verifies domestic sales invoice
· Monitors sales agents collection

· Computes monthly sales commissions of  sales agents

PERSONAL DATA
Age: 41/ Date of Birth: January 8, 1977 / Religion: Roman Catholic / Civil Status: Single / Weight: 120 lbs. / Height: 5’0”
  1+1=3

