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MARIA 




Email: maria.67451@2freemail.com 
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POSITION APPLYING FOR

:
Executive Secretary / Admin. Assistant
OBJECTIVE



:
To secure a position in a growing firm that will utilize my 







job experience and offer opportunity for advancement.

SKILLS



:
Highly literate in computer software such as MS Office, 

MS Word, Excel, MS PowerPoint, Internet and Email, 

Stenography, SAP (Systems Application in Data 

Processing) and JDEdwards Program.

WORK EXPERIENCE

May 2006 – Present


Showroom Secretary / PA to the Showroom Manager






Carpetland Dubai LLC (under Al Aqili Furnishings LLC)






Dubai, UAE

· Responsible for all incoming and outgoing communications.

· Prepares weekly minutes of the Sales Meeting.

· In-charge communications with Suppliers local and abroad.

· Provides administrative support for the whole Division.

· Preparing quotations for clients and answering all incoming inquiries.

· Handling documentation and filing management for the whole Division.

· Updates Sales and Media Reports Daily.

· Coordinates job schedules with Customer Service Division.

· Coordinates back to back order with Accounts Department.

August 2003 – March 2006

PURCHASING ASSISTANT 

General Milling Corporation

Makati City, Philippines

· Responsible in procuring promotional, non-stock manufacturing and laboratory chemicals.
· Carryout negotiations with suppliers.
· Carryout follow-ups for supplier delivery schedules.
· Also handled procurement of raw and packaging materials for Feeds and Snacks Division.
· Monitoring of Corn Price (Food and Feed Grade).
· Compiles pre-accreditation paper from prospective suppliers.
· Screening suppliers’ product and service offers.
· Making Travel Arrangements for the Procurement Manger.
· Assisting the Manager in preparing Department Reports.
· Scheduling of Manager’s meetings and suppliers visits.
· Provides administrative support and handling of documentation tasks as required by Purchasing and Quality Assurance Department.
· Handling documentation and filing management for the Department.
March 2001 – June 2003

PURCHASING ASSISTANT 

Sanofi-Synthelabo Philippines, Inc.

Makati City, Philippines

· Handled preparation of letter of authority for hotel bookings and car rental.

· Responsible in procuring promotional giveaways and printed materials.
· Carryout negotiations with suppliers.
· Carryout follow-ups for supplier delivery schedules.
· Provides administrative support for Purchasing Department.
· Compiles pre-accreditation paper from prospective suppliers.
· Assisting the Manager in preparing Department Reports.
· Scheduling of Manager’s meetings and suppliers visits.
· Provides administrative support and handling of documentation tasks as required by Purchasing Department.
January – March 2001


PURCHASING ASSISTANT

Glaxo Smith Kline, Philippines

Makati City, Philippines

· Assisting the Purchasing Officer in purchasing promotional items for the company.
· Handling documentation and filing management for the department.
November 1998 – February 2000
ADMINISTRATIVE CLERK

Government Service Insurance System (GSIS)

Pasay City, Philippines

· Assist in the validation and documentation of inventory items.

· Preparing reports for the GSIS Inventory Team.

· Handled filing management for the department.

June – September 1998

PURCHASING CLERK

BASF Coating + Inks Phils.

Las Piñas City, Philippines

· Responsible to procuring non-stock and laboratory materials.
· Carryout negotiations with suppliers.
· Carryout follow-ups for supplier delivery schedules.

June – November 1997

CREDIT AND COLLECTION ASSISTANT






Air Philippines

· Responsible in carrying out billing statements for corporate freight and air travel account.

· Assigned in preparing weekly and monthly travel agent account report.

· In-charge in preparing monthly aging of accounts.

· Responsible in monitoring overdue accounts.

EDUCATION
2001 – 2004


Polytechnic University of the Philippines Graduate School
Sta. Mesa, Manila, Philippines

Masters in Business Administration (Thesis Completion)
1992 – 1996


Polytechnic University of the Philippines 

Sta. Mesa, Manila, Philippines

Bachelor in Office Administration

ORGANIZATION/MEMBERSHIP

June 2002 – 2004

Public Relations Officer (PRO)

MBA Society, Polytechnic University of the Philippines Graduate School

Sta. Mesa. Manila, Philippines

June 2002 – 2004

Chairman-Technology Development Committee 

MBA Society, Polytechnic University of the Philippines Graduate School
Sta. Mesa., Manila, Philippines

COMPETENCIES

Keen to details

Achievement Oriented

Goal Oriented

Organized
PERSONAL DATA

BIRTHDAY        
:   May 19, 1975       

AGE                  

:   33 Years Old

CIVIL STATUS  
:   Single                    





CITIZENSHIP 
  
:   Filipino

BIRTHPLACE
   
:   Kaloocan City, Metro Manila, Philippines

DOCUMENTS

:   Authenticated from U.A.E. Embassy, Philippines

CHARACTER REFERENCE




Available upon request
