LICERIE 
Email Add: 

254149@gulfjobseekers.com 
OBJECTIVE:

To secure a challenging position where my skills and experience will be of value and allow for professional growth.

PROFESSIONAL EXPERIENCE:

DANSYS MEDICAL GROUP - Business Bay, Dubai

October 2014 – December 2015

Administrative Officer

Job Description:

· Oversees and administers the day-to-day activities of the office, develops policies, procedures and system which ensure productive and efficient office operation.
· Provides assistance and support to the office principal in problem solving, project planning and management, and development and execution of stated goals and objectives.
· Supervise the work of the employees in supporting roles, including assigning workload and monitoring employee performance.
· Oversee and facilitate resources management and administration procedures and documentation for the management.
· Performs research and analysis on specific issues, as required, and independently prepares non-routine letters and reports, which may be highly sensitive and confidential in nature as and when requested by the management.
· Serves as the primary point of administrative contact and liaison with other offices, individuals and institutions on operational and programmatic matters concerning the office
· Organize and facilitate meetings, conferences, exhibition, private road shows and other special events; coordinates and attends committee meetings and participates in committee discussions as appropriate.
· Coordinates the disposition and resolution of individual problems and disputes involving staff members as they arise.
· Oversees the operation of office accounts, and plans and monitors expenditures; as appropriate, develops and coordinates budgets for the office and associated accounts.
· Provide and oversees provision of staff support to the office, to include handling walk-up and phone interactions, maintaining calendars and travel arrangements, screening, analyzing and responding to incoming correspondence, handling day-to-day problems and situations and provision of secretarial support.
· Provide assistance in the understanding and interpretation of corporate policies and procedures, as appropriate and ensures that office operation are in compliance with policy provisions and standards.
· Assists in the coordination, supervision and completion of special projects, as appropriate.
BROTHER INTERNATIONAL GULF FZE - Jebel Ali Free Zone (JAFZA), Dubai

September 2013 – September 2014

Demand & Supply Chain Coordinator

Job Description:

· Providing sales and administrative support involving efficient and confidential handling of data.
· Provide an important link between Sales Manager and the distributor/customer.
· Good all-round administrative abilities, including a working knowledge of spreadsheets and macros.
· Sales orders, Purchase orders, PASI on SAP and all sales-related paperwork
· Tracking process from order to delivery to ensure that all is in order.
· Coordinating with shipping department for originals documents and shipping documentation.
· Monitor and flag poor performance of key dealer account against sales targets and budget forecasts and initiate corrective action with related Sales Manager
· Updating the status of sales order, purchase order, new SKUs in SAP.
· Maintaining an efficient work environment.
· Arrange dispatch of POP material and printed catalogues to related distributors.
· Coordinate and follow up with accounts department on SOA and take corrective action if necessary.
· Intercompany shipments namely with Singapore, RSA, India and Turkey markets.
· BPW – Business Planning Workshop – coordinate closely with planning department
LIWA TRADING ENTERPRISES L.L.C. – British Homs Stores (BHS) Abu Dhabi, UAE

March 2012- September 2013 Shop Floor Supervisor

Job Description:

· Providing a proactive customer service to achieve sales and profit targets. Monitoring day to day operation, identifying areas of improvement and implementing actions where required.
· Managing, motivating and inspiring the team to perform at a high level.
· Develops commercial awareness across their area of responsibility to maximize sales performance and drive growth.
· Develops sales performance through management of available resources
· Apply creative new ways of driving footfall and customer loyalty.
· Understands the local markets to maximize sales opportunities.
· Challenges underperformance and puts in place actions to address areas of concern.
· Conducts regular floor walks to ensure layout is commercial, excellent retail standards are maintained and 100% in-store stock availability.
· Implements all promotions and layout changes to a high standard in line with company guidelines and with a commercial focus.
· Motivates the Associate team to drive events, promotions and demonstrates active selling.
· Liaises with Store Manager to communicate internal store, sales and stock issues.
· Demonstrates clear understanding of strengths and weaknesses across their divisions. In addition, provide detailed analysis on daily, weekly, monthly sales reports to the team to help drive sales performance.
· Effective communication to all Associates ensuring whole team is involved and engaged.
· Inspires, motivates and develops Associate team to optimize individual performance and provide succession for the business.
· Manages disciplinary and grievance procedures where appropriate.
· Demonstrates the ability to recognize good performance and celebrates success with the team
TEMPO SCAN PACIFIC PHILIPPINES, INC.  - Manila City, Philippines

January 2008 – February 2012

Administration Officer

· Using a variety of software packages, such as Microsoft Word, Excel, Power Point, Outlook, etc.
· Attending meetings and conferences, taking and keeping minutes
· Managing and maintaining office stationery and equipment
· Receiving different business quotations
· Organizing and storing paperwork, documents and computer-based information;
· Receiving purchase order from customers and issue an invoice.
· Photocopying and printing various documents, sometimes on behalf of other colleagues
	EDUCATIONAL QUALIFICATION:
	

	Bachelor of Science in Civil Engineering
	2003-2007

	University of Batangas, Philippines
	

	Secondary School Education
	

	Mina De Oro Catholic High School, Philippines
	1999-2003

	Certificate Course in Arabic Beginners Course
	May 2015

	Meritorious Foreign Language Institute, Dubai, UAE
	

	Certificate Course in IELTS
	June 2015

	Meritorious Foreign Language Institute, Dubai, UAE
	


ACHIEVEMENTS:

Actively participated in

· Workshop and seminar related to skills in “Effective Communication”, “Maximizing Potential” and Time Management / ISO14001 / Trade Finance & Financial Security including Forex Trading(Dubai 2014)
· Received awards for maintaining 100% on job attendance record at Brother Gulf
· Pink Walkathon – organized by Bur Juman
· Sew-a-thon – organized by Pink Ribbon – Dubai Marina 2013
