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Ahmadi
Ahmadi.203601@2freemail.com  

____________________________________________________________________________
Objective:
To obtain employment from a reputable company where knowledge gained can be shared and develop.

WORK SUMMARY:
Receptionist / Secretary / Sales Coordinator
Bion Industrial LLC (formerly known as Sheffield Trailer Manufacturer LLC, part of Bion Group)
Dubai, UAE

Nov. 2014-present

· Serves visitors by greeting, welcoming and directing them appropriately to the concern persons.

· Completes requests by greeting customers, in person or on the telephone; answering or referring inquiries.

· Maintains customer confidence and protects operations by keeping information confidential.

· Maintaining, updating office directories and calendar appointments.
· Booking the drivers daily schedules.
· Sorting and distributing mails and arranging courier.

· Performing bookkeeping, filing and clerical duties for the company.

· Monitor and maintain office equipment logbooks and issuing visitor pass.
· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Secures information by completing database backups.

· Providing clerical, secretarial and administrative support for the company.

· Calling and notifying candidates for the job interview.

· Preparation of purchase order using SAP System.

· Opening claim & quotation making for car accidents.
· Assist General Manager with hotel booking, Visa application, quotations etc.
· Sending request to DU (Mobile activation, roaming request, mobile packages, sim –card cancellation, mobile migration)

· Preparing Handovers for company owns asset (laptop, computer, mobile phones, telephone, cars, salik cards, mulkia & adnoc cards).

· In-charge for calling maintenance for office equipments.
· Attendance validation for HR.

· Pettycash handling for Admin purposes (ie, petrol, parking, salik)
· Preparing corporate gifts as instructed.
Sales Coordinator

Jan. 2017 – to present

· Quotation making using SAP system.
· Sending request for costing.

· Applying gate passes for the driver.
Receptionist/Secretary
Partner and Partner Advertising

Abu Dhabi, UAE

May 2012-May 2014
· Providing secretarial, clerical and administrative support.

· Receive, send, direct and relay telephone, emails and fax messages.

· Maintaining inventory of office supplies.

· Preparing the conference room.

· Supervise the repair and maintenance of office facilities and equipments.

· Greet, assist and direct visitors and clients.

· Coordinate with couriers.

· Keeping the reception area tidy at all times.

· Collect and distributes parcels and other mails.

· Perform bookkeeping and filing.

· Providing callers the address, directions and other necessary information.
Administrative Assistant/Receptionist

Ventures Middle East L.L.C.

Abu Dhabi, UAE

February 2012 to May 2012

· Receive phone calls and relay it to the concern persons.

· Meet/greet/assist the guest/clients.

· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, file binding and shredding.

· Keeping and maintaining hard copy and electronic filing system.

· Sign and distribute Skycom, Aramex, Fedex, Airbourne and UPS packages.

· Researching price, making LPO, purchasing office furniture and supplies.

· Maintaining and keeping staff records, office keys, phones and parking space rental.
· Preparing and helping staff with the materials needed for presentations and exhibitions.

· Performs administrative and office supports for multiple managers and supervisors.

Receptionist / Secretary (Part-time)
Partner & Partner Advertising

Abu Dhabi, UAE

February 2011 to May 2011

· Answer phones and transfer calls to the appropriate employees.
· Greet and assist visitors

· Take messages and make sure they get to the appropriate employees.

· Accept and sign for packages and distribute mail.

· Filling and data encoding.

· Maintain a pleasant appearance of the reception area or lobby.
HR / Admin Assistant
Eightech Manufacturing Corporation

Cavite, Philippines

September 2009 to November 2010

· Provide administrative/secretarial support for various departments/divisions such as answering telephones, assisting visitors and resolving a range of administrative problems and inquiries
· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing.
· Maintain hardcopy and electronic file system
· Establishing, maintaining and controlling personnel, employees, recruitment relations records, files, correspondence, reports
· Compile and prepare reports and documents pertaining to personnel activities.
· Inform job applicants of their acceptance or rejection of employment.
SKILLS:


Computer literate using MS Office Application


Internet Savvy


Speed typing (50wpm)


SAP (basic)

EDUCATION:
· Bachelor of Science in Psychology
Adamson University, Manila, Philippines

March 2009

PERSONAL DETAILS:

Date of Birth

:
Nov. 21, 1988

Place of Birth

:
Philippines
Religion 

:
Roman Catholic

Nationality 

:
Filipino

Civil Status 

: 
Single

