Objective:



Seeking for a challenging position with an excellent opportunity to join to an expanding and highly motivated organization committed to growth and has exciting plans for future development.

Work Experience:

Tech Services
Sharjah, UAE
January, 2015 to August 2, 2015
· Trading and calibration company providing comprehensive range of trading, calibration, certification and repair service to construction, manufacturing, oil & gas, petrochemical and many other sectors.
Coordinator – Calibration Department

· Prepares quotation for instruments for calibration or repair

· Follow-up with customers for their confirmation of service (LPO) 

· Prepares Delivery Note and Invoices for jobs completed
· Receives materials from walk-in customers, prepares job sheet to endorse for servicing
· Release calibrated materials and its certificates/service report for cash customers

· Follow-up payment with customers with credit facility

Trading Co., LLC

UAE
December 8, 2012 to 2014
· Part f Steel Trading Group, a multinational group with companies in different part of the world. Stockist of carbon steel pipe, fittings and flanges. Caters to Oil & Gas, Power, Petrochemical, Drilling & various other industries.
Coordinator - Sales Department 
· Provides dedicated pre and post order sales support to regional sales team.

· Receives and compiles enquiries/offers from customers/vendors
· Preparing Techno-Commercial offers (mainly to Egypt, Jordan, Africa and other GCC market)
· Float enquiries to local market
· Co-ordinate with vendors and customers

· Coordinates with Purchase personnel for best supply sourcing

· Following up with operations department/store for material readiness

· Following up with QA/QC dept for Test Certificates and related documents

· Prepares weekly report on progress of offers and purchase orders status

· Maintains appropriate documentation and back up files 
Trading LLC

Dubai, UAE

July 23, 2010 to Nov. 2012
· Dealer of automotive parts, mainly for Land Rover, locally and abroad. Caters to end users, parallel suppliers and traders.
Coordinator/Follow-up Clerk

· Responsible for keeping an up to date lists of supplies to be re-ordered. Ensure that re-order-point and re order quantity are well- projected.
· Monitors inventory of supplies. Tallies physical and system count.
· Receives and manages shipping documents of import supplies.
· Follows up shipments’ time of arrival and delivery order release to shipping agents to ensure on time receipts of goods.
· Sends inquiry to potential suppliers. Communicates and negotiates on the prices of supplies.
· Responds to customer inquiries; providing accurate product part number (OEM and alternative/compatible) with the aid of online catalogue (Microcat), prepares quotations (cost calculations according to profit margin) follows-up the confirmation of order, prepares invoice, coordinates with warehouse team the order of delivery.

· Prepares the necessary documents to facilitate the shipment.

· Monitors customers outstanding accounts
· Prepares soft copy list/file of products images and its descriptions to be sent to potential customers as offers for special quotation.
· Manages official documents of the business, ensures on time renewal of expiring licenses, permits, employees’ passports and visa.
· Update product information on the system.

· Prepares correspondence.

· Responsible in updating costumers’ and suppliers’ contact information.

Electronics LLC

UAE
August 26, 2006 to June 30, 2010
· Dealer of consumer electronics, computers & comp. accessories locally and abroad. With own import wing from China and export to most of GCC countries and African countries.

Sales Executive/ Showroom Assistant
· Maintains and develops relationships with the existing customers and parallel supplier via telephone calls and emails and acting as a contact between a company and its existing and potential markets to endorse the product in the most encouraging and effective way

· Responsible in updating costumers’ and suppliers’ contact information.

· Represents the organization at trade exhibitions, events and demonstrations (GITEX)
· Prepares and manages commercial documentation like quotation, invoice, delivery order, LPO, etc.

· Organizes and coordinates the on-time delivery of goods sold to customers.

· Payment follow-up

· Provide outstanding customer service.
Warehouse Assistant

· Responsible for the accuracy of the warehouse inventory through the timely recording of receipts and disbursements from warehouse inventory according to established procedure.

· Process documentation related to returns, maintain records and generate claim documentation necessary to prepare a claim for problems in shipment/deliveries, including locating and reviewing the proof of delivery and bill of lading, determining if circumstances warrant making a claim, and initiating the claims process. 

Outdoor Sales Executive
· Collects sales leads from Sales Manager and creates new sales leads.
· Introduces and distributes company products’ brochures to these leads.
· Works with sales team to fulfill targets. 
Publicity L.L.C.

Sharjah, UAE

June 25, 2006 to August 24, 2006
Marketing Staff

· Prepares an effective marketing plan in order to get clients.

· Attends to client inquiries regarding the services we offer.
· Endorses company services in the most effective and encouraging way
· Prepares quotation and inquiry letters to suppliers and customer.

· Generates reports as instructed.

· Maintains confidentiality at all times

HON HAI Precision Ind. Co., Ltd., Taiwan

April 1, 2004 to June 24, 2004

ROC

· Largest manufacturer of electronics and computer worldwide, and mainly manufactures on contract to other companies (Apple Inc., Dell, HP, Cisco and many others).
Technician (Manufacturing/Test Department)

· Identifying, investigating and repairing system faults

· Possessed basic knowledge of report forms.

· Supervising the work of manufacturing leaders, trainee and support staff

· Complied with common safety practices.

· Used instrumentation properly.

· Have the basic knowledge of quality controls.

AMBIT Microsystems Corporation, Taiwan


July 2, 2001 to March 31, 2004


Sub-leader (ADSL Department)

· Assists the leader to supervise the line and assuring the smooth production flow.

· Recommends revision or improvement on production standard operating procedures.

· Ensures the production manpower is utilized at maximum efficiency by proper allocation of   people according to skills.

· Conducts meetings especially before the opening of new lot.

· Also responsible in relaying information from superior to the members regarding company policies.

· Checked the quality inspection of the newly licensed inspector.

· Received production schedule base on production plan

CHARACTERS UNLIMITED, Philippines

June 1999 to June 2001

· Manufacturer of school bags and its accessories, for local distribution
Production Engineer
· Investigate ways that could improve the productivity

· Conducts time and motion study for new work.

· Reviewing results and meeting with managers to discuss methods of improving the productivity 

· Prepares production schedule for new orders including costs estimating. 

· Monitors the production output.

· Controls product quality.

· Monitors the flow of operation.

Educational Background:

BACHELOR OF SCIENCE IN INDUSTRIAL ENGINEERING

Polytechnic University of the Philippines 

Manila, Philippines

1999, Graduate
Personal Profile:

Born on 3rd of September 1978, Female, Single, Filipino and a Catholic.
Skills:


·     Computer literate: Microsoft Office like MS Word, Excel, Outlook, BMS software
·     Typing, communication and human relations skills.    Can work with minimum supervision.
·     Positive personality, hardworking temperament, perfect physical & mental health condition.

·     Excellent English language skills
·    Able to perform tasks in a timely manner in a project setting – understanding deadlines and       timelines.

· Knowledge of statistical methodologies and quality control techniques
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