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Ambitious and Enthusiastic Team Player who gradually discover her capabilities to providing outstanding Customer Service and Cost Control. Detailed –oriented process with a commitment to accuracy. Very creative thinker who focused on bottom line result. Excels in multi-tasking and prioritizing work assignments.   Able to adjust, perform and resolve the problem arises in any Department designated.
UAE EXPERIENCE: 5 YEARS EXP AS PURCHASING REPRESENTATIVE PLUS 2 YEARS EXP IN ACCOUNTS DEPARTMENT
PROFESSIONAL HISTORY
Designation: Accounts Receivable Executive – August 2013 to October  2015
Employer: Hotpack Packaging Industries LLC Dubai, U.A.E
· Posting all codes/cheque receipts, discounts, price difference, returns and other change back to customers’ accounts timely and accurately. Make all Accounts well track.
· Carry out billing, collection and reporting activities according to specific deadline to almost thousands Customers and multi Accounts.
· Monitoring Customers Accounts, delay payments and other irregularities.
· Track and investigate deductions from Customers Payment.
· Investigate and resolve Customers queries.
· Process the adjustments.
· Organizing a recovery system and initiate collection effort.
· Communicating Customers via phone and email.
· Assisting Special Requests of Sales Teams such as making Quotation etc.

· Ability to handle multi Accounts
· Reconciling enter Branch Accounts.
Designation: Purchasing Representative – January 2009 to May 24, 2013
Employer:  Al Hajri International Group-Companies: Queenex Tissue Factory, Queenex Corrugated Carton Factory, National Packaging and Printing Est., Queenex Hygiene Paper Manufacturing LLC, Gulf Resources-Riyadh K.S.A, Gulf Sources-Muscat Oman 
· Process all purchase orders for Stores and Maintenance and Site Projects.

· Reporting direct to the General Manager for Vendor Selection and evaluations. 

· Focused on cost reduction initiatives and process improvement. 

· Contact suppliers to resolve missed deliveries, short shipments and pricing discrepancies. 

· Updating and evaluating the supplier’s database for additions/deletions in supplier base. 
        Achievements/Initiatives/Suggestions/Innovations 

· Initiated to screen the supplier and give the order to the best and committed supplier to supply the specific raw material resulting in cost savings, an additional benefits to the Company is the price negotiated maintained. 

· Suggested to the HR Manager that leave application should be done early to get a cheapest and comfortable flight “the early purchase of tickets the cheapest rate will get”. 

· Suggested to the management to maintain cleanliness and orderliness as we are dealing with hygienic products. This is to attract and no hesitation to buy and patronage Tissue Products. 

· Imparted practical but helpful idea to the Management in order to get the fast approval of ADDC for the electricity in Queenex Hygiene Paper Manufacturing LLC. 

· Suggested to Plant Manager in Queenex Tissue Factory to must have a Compilation of all Raw Materials Descriptions as basis for inspection during the delivery. 

· Advised to pay the supplier on time as every Company is budgeting, so must stick on the payment period agreed by both parties. 

· Give importance to all the suppliers, advice with the other Co-Purchaser to be fair as all approved suppliers are exerting efforts. 

· 2009 ISO Certification for Queenex Corrugated Carton Factory with exceptional result, paper and actual interview and 2009 Sales is remarkable. 

· Queenex Tissues Factory shows vast improvement. 

EDUCATION
Bachelor of Science in Office Administration 

Year Graduated: April 2001 

Master of Arts in Education Administration 

Licensure Examination for Teachers 

Passed August 2001
PERSONAL DETAILS
· Born in February 5, 1979
· Single
· Proficient in computer knowledge
· ERP SYSTEM 
REFERENCES

· Available upon request.
I hereby certify that all information made herein is true and correct and that any falsification made here in shall be a ground for disqualification of my application.
