[image: image1.jpg]


ANNA 
E-mail: anna.164491@2freemail.com 
Birthdate: 19th August 1979
Nationality: Philippines
WORK EXPERIENCES:
HR Assistant /Admin Assistant
March 25, 2015 – August 10, 2017
At  Al Fahim Cement Industries - Closed
· Handle recruitment administration for staffing , screening CV and  scheduled interviews
· Maintain  Employee Individual Records, evaluation and performances
· Prepare daily/monthly  attendance and leave  history
· Monitor Trade/ Commercial License, Ejari, Company Immigration/ Labour Card, Mulkiya
· Records air ticket/visa, immigration/ labour expenses and purchase requisition
· Check monthly DEWA Bills, ETISALAT bills, Du Bills for preparing payment
· Update Social Medias, post hiring, events and exhibition
Procurement/ Logistics Coordinator/ Sales and Service Team Coordinator/ Accounts Coordinator
December 2012 – December 2014
At Gulfdetection LLC - A Division of Bhatia Brothers Group
· Prepare Purchase Order and Materials Import Request Form
· Submission of approved PO to the suppliers and coordinate accounts department to arrange the PDC/CDC
· Prepare Packing List , Delivery Advice & Commercial invoices for custom’s requirements
· Support Sales and Service Team for the pending works of the Received PO from the clients, records, track and prepare quote inquiries and call outs as well as manage CRM
· Report monthly sales  with graphs as per keyed in the system / invoiced PO
· Coordinate to the Store with the Delivery Note for invoice and arranged invoice delivery
· Handled  Debtor’s List and update SOA and follow up payment
· Record  stock quantity and coordinate to Store for the stock details and requirements
· Update scheduled daily work plan, track pending work for scheduling
· Checked Service Report as per LPO for Invoicing and follow up pending works
Executive Secretary/Administrative Assistant/Receptionist
November 2006 – November 2012
At Lafarge Readymix Gulf Ltd – now known as Holcim Lafarge
Responsibilities:
· Make daily production reports for concrete plant in Sharjah, Dubai and Ajman
· Set appointments as per General Manager’s schedules.
· Prepare circular memos, letters, invoices and other correspondences.
· Assist and remind General Manager to his daily appointment and inform received calls
· Ensure excellent guest service and well-being, as well as accommodation queries.
· Assist PRO in completing all visa application requirements and other traveling arrangements for executives.
· Supervise and train other new staff
· Sorting and distributing incoming correspondence, including faxes and email.
· Oversees administrative policies and procedures
· Prepare circular memo and business correspondence and other greetings to all customers, clients and suppliers
Logistics Assistant/ Production Controller
January 2003 - January 2006
At Aderans Philippine Inc. Clark Economic Freezone
Responsibilities:
· Received worldwide purchase orders (from Thailand, Germany and Japan) via various communication channels
· Responsible in production reports, control and supervise the flow as per the export date and orders and coordinate activities with the Japanese production manager
· Arrange received LPO (translate from Japanese to English, make copy for the worksheet and prepare barcode)
· Ensured the quality of the product and the export date and its packing lists, delivery note and commercial invoice
· Attend weekly meetings for the accomplishment/issues and plans for the following
· Training newly hired worker and meet the target.
EDUCATION:
Bachelor Degree:
Bachelor in Secondary Education (Attested)
Major in Home Economics & Trade
Completion Date:
April 2001 ( 4 years)
PROFESSIONAL RELATED EXPERIENCE:
Coordinating Trainor
April 2001 - July 2001
At Department of Social Welfare &
Development
TRAININGS ATTENDED:
Nadia Training Institute, Sharjah, UAE Duration: 25 days, 6-06-2010 to 01-07-2010 Subject: Executive Secretarial Skills Course
Nadia Training Institute, Sharjah, UAE Duration: 12 days , 08-05-2010 to 20-05-2010 Subject: Human Resource and Admin Skills
Dubai Driving Center –Driving License Duration: 40 Hrs.,13-08-2012 to 27-09- 2012 Type of Training: Theory and Practical


Co-coordinating Teacher
June 2000 - October 2000
At Don Honorio Ventura College of Arts and
Trades
International Technical Institution Duration: 30 days, 06-05-2010 to 09-06 2010 Subject: Logistics&Supply Chain Management
Customer Relation Management (CRM), Dubai, UAE
Duration: 1 day Training (2013)
Sun System Training, Dubai, UAE Duration: 1 day Training (2013)
