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KRISTINE 
Email  :  KRISTINE.333341@2freemail.com 
 Career Progression 

Office Assistant
March 2014 – Present
RAK Ceramics PSC, Ras Al Khaimah, UAE 









Sales Clerk
March 2007– January 2014  

GBM Marketing Corporation, Philippines
Warehouse Staff &
June 2006 – Oct 2006 
Quantity Controller                                                                             
Surplus Vehicle, Philippines
 Job Responsibilities 

Office Assistant – lays out the task and responsibilities for the office job
· Answer phones  and transfer to the appropriate staff member

· Take and distribute accurate messages

· Greet public and clients and direct them to the correct staff member

· Coordinate messenger and courier services
· Receive, sort and distribute incoming mail

· Monitor incoming emails and answer or forward as required

· Making Invoice and receive payments

· Fax, scan and copy documents

· Maintain office filing and storage system

· Update and maintain mailing  lists, contact lists and clients information

· Retrieve information when requested

· Co-ordinated maintains records.

· Type documents, reports and correspondence

· Organize travel arrangements for the boss and staff

· Co-ordinate and organize appointments and meetings

· Assist with event planning and implementation

· Monitor and maintain office supplies

· Ensure office equipment is properly maintained and serviced

· Perform work related errands as requested such as going to the post office and others.

· Keep office area clean and tidy.

Sales Clerk – Provide administrative and sales support or the sales personnel in their 









project and provide customer support to client in product and service 










introduction, queries and complaints.

· Preparing accounts
· Record keeping and filing reports such as sales, deliveries and collections
· Typing sales invoices and delivery receipts
· Receiving and checking quantity of materials if reconciled from given records or delivery
Receipt from suppliers or from shipment from main office

· Forward phones calls and handle customer inquiries

· Assist making sales, follow-up with clients and service sold has been delivered

· Maintaining record system in accordance with the document control procedure
· Managing sending and receiving couriers

· Processing payments for local suppliers and following payment collections with the clients

· Monitor and notify clients of delivery dates and projected-related schedules or status 

· Preparing of materials needed for project

· Monitors the delivered materials to the project site

· Maintain records of master lists of all projects on-going and accomplished

· Perform other task at any given time 
Warehouse Staff and Quantity Controller – In-charge in stock room and in-charge of 
































materials. Checking the  work place and see 

































to it that the workers are doing their job 

































well and observation if materials being

































withdrawn and request are applied and used
































  according to its purpose. And supervise 

































warehouse activities.

· Responsible for the inventory control and accuracy of stock availability
· Verified copy of all materials returned/equipment returned to stock room

· Monitor and receives inventory level by physical counting, recording and visual inspection

to identify the needs of materials
· Collect all the materials requisition lists from and make a canvass and pass it to the manager
· The borrowed tools/materials are properly returned and put in proper places

· Examine the materials requested

· Record/write down materials requested for the particular vehicle unit

· Check stocks from time to time so that there will be a follow-up order of supplies

· Record all the withdrawn materials needed for the repairing vehicle and recorded to its designated folder indicating the  unit number

· Keeping all the recorded withdrawal slips and folders
 

Education 

B.S in Civil Engineering                              June 1998 – March 2005
Cor Jesu College, Philippines
Secondary                                               1994 - 1998
Davao del Sur National High school, Philippines                               

Computer Skills






 
Proficient in MS Word, Excel, Internet & Email applications
Training/Seminar Attended  

Member – Philippine Institute of Civil Engineers








Orientation- Seminar on Occupation High Health and Safety in Construction










 

  Personal Details 
Visa Status:







Working Visa
Date of Birth:




  07 February 1981  

Marital Status:





Single 

Gender:









Female 

Nationality:







Filipino

Religion:









Christian (Roman Catholic) 

Languages:







English, Tagalog and Cebuano
 References
Can be provided on request.
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