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                                       Sharee.80586@2freemail.com               


Multifaceted and result oriented with over 15 years UAE experience of working in diverse business environments that demand strong organizational, technical and interpersonal skills. Possess strong public and customer service skills, ability to interact with cross functional departments, with high degree of professionalism, discretion and problem resolution capabilities. Ability to diplomatically  resolve problems and defuse tension. Team player, critical thinker, effective planner with excellent communication, self-correspondence and interpersonal skills.


Areas of Expertise

· Administration


· Client Relations

· Negotiation Skills

· Customer Relationship 

· Operation 

· Vendor Relations

· Customer Service Skill

· Logistic


· Sales & Marketing 
· Accounts payables/Receivable

· Human Resource

· Warehousing & Distribution



Professional Experience:

Operations Manager
Euromovers International LLC

Dubai

March 2009    to present


Accounts /Operations/Logistics/Procurement:
· Plans, directs, formulating policies, managing daily operations and planning the use of materials, transportation and human resources.

· Manages key accounts, build and maintain relationship with them to facilitate and promote business 

· Ensure customer satisfaction is maintained at all levels of operations. 

· Applies sound communication and organizational techniques in working with other internal departments and stakeholders to achieve positive results. 

· Manages international & consolidated shipments timely dispatch.

· Manages and develops top key accounts .
· Keeps tracks of quality, quantity, stock levels, delivery times, transport cost and efficiency.

· Meets cost, productivity, accuracy and timelines targets.

· Discover the most profitable suppliers and initiate business relations.

· Negotiate with external vendors to secure the most advantageous terms.

· Approves and handles petty cash disbursement.

· Manages effectively the accounts receivable, ensures collections are made in time to comply with the predetermined payment terms and effects regular accounts reconciliation
· Regular coordination with  Accounts department of  the: 

· Payables to suppliers and dealers

· Purchased Order and Billing

· Profitability  (Profit/Loss)  of the division

· Reconciliation  of Accounts

· Logistics Requirement

Admin/ HR/Marketing and Sales Support:

· Handles office lease renewals, staff accommodation lease renewals, office and staff insurance renewals, visa processing and vehicle registration.
· Recruits and trains new staff.

· Monitors attendance and Overtime of staff.

· Evaluating marketing campaigns and monitor competitor analysis

· Support sales team.
MediaCom International LLC
Dubai

May 2002   - April 2008   

A Multi-National Company based in Dubai involved in the distribution of Pay TV channels and sales of satellite receivers and karaoke systems.

Designation Chronology: 

• April 2007    -   April 2008  
: 
Operations Manager 

• July 2004     -  March 2007
: 
Pay TV Manager 

• May 2002     -  July 2004
: 
Operations  and Customer Service Executive – Pay TV

Deputed to oversee, supervise and contribute expertise to all activities relevant to Sales, Marketing,                                                       Logistics ,Customer Service,  MIS  and reporting.

Operations Manager

April 2007 - April 2008  
Major Responsibilities: 

· Interfaced with the Business Unit Leaders on  target and sales achievement as approved by top management (CEO and MD).

· Ensure that the Business Plan of each Business Units is executed as plan.

· Analyzing regional requirements and logistical constraints, to contribute key inputs in  forecasting the supply/demand on products base on market trend. 

· Interfaced with diverse departments across the designated business entity to identify key relevant requirements, and create purchase/service solutions to prevent, incompatibility in service and product flow.

· Conducting market research, to identify alternative products and best service providers depending on market requirement and learn competitors move. 

· Collating, and compiling data/ Inputs from various sources, and generate key matrices reports for each segment as well as consolidated reports for the upper management  using Scala (ERP). 

· Supervises all relevant matters relating to the Service Quality & Customer Care division performance. Recommend improvements to enhance service quality standards, which ensure the divisions success.

· Directly reports to CEO and MD.


Administrative  and Operational Function :

· Coordinate with overseas manufacturers to receive  supply and to order new  stocks.

· Coordinate with the Product  Engineers  on supplier performance to meet and exceed company quality, cost and delivery requirements.

· Analyzing market and delivery systems  to assess present and future material availability.

· Liaise  with forwarding agents of suppliers and customers to ensure on-time delivery of shipments.

· Ensure timely delivery of goods to local and overseas branches

· To provide efficient and effective Training for the newly hired staff.

· Responsible for stock allocation and logistics requirement of all branches.

· To assist in ensuring a customer oriented approach and delivery of all administrative matters.

· Coordinates with systems department for MIS requirement.

· To deal appropriately with internal and external inquiries of suppliers , dealers and branches.

· Evaluate and approves staff overtime, commissions and vacation leave.

· Provides and generate accurate information, project presentation, target and sales reports to Management

· Assist in establishing training and development plan for continuous improvement of the company.

· Ensures that quality standard is being met at all times with necessary corrective actions done if so required.

Accounting Functions :

· Manages effectively the accounts receivable, ensures collections are made in time to comply with the predetermined payment terms and effects regular accounts reconciliation
· Regular coordination with  Accounts department on Payables to suppliers and dealers, Purchased Order and Billing, Profitability  (Profit/Loss)  of the division, Reconciliation  of Accounts, Logistics Requirement.
PTV Manager  

July 2004 -March 2007   

 

Highlights:

· Successfully managed and increased  the subscription base client of  The Filipino Channel (TFC) in the whole UAE and Qatar.   

· Designated official responsibility by the top management for all functionality associated with the Pay TV Division for all  stations. (UAE and Qatar)      

· Recruited, supervised and extracted  staff compliment of over 50 during tenure and reported to the senior management pertaining  to KPIs .

Major Responsibilities:

· Responsible for the preparation of  Business and Financial plan of  the Business Unit.

· Responsible for the operation and business development of the Business Unit 

· Planning out the Sales strategies and implement them effectively to all branches ( UAE and Qatar)

· Responsible for the generation of new accounts and retention of existing accounts.

· Motivating the team to achieve the target

· Monitors the sales performance and product awareness of all branches

· Organizing road shows and exhibitions for promoting the products

· Set the monthly, weekly and daily targets of branches and guide them to achieve

· Supervises the Data Management Facility ( DMF) of the Business Unit.

· Supervises the Customer Relations Management (CRM) of the Business Unit.

· Manages Customer Service Representative to enhance skills/competencies and to assign performance objectives.
· Enhance coordination, enthusiasm and motivation levels of the staff

· Checks products availability, quotes prices, generates sales proposals, to ensure proper & prompt delivery and resolves complaints when necessary
· Plans business by account and performs  analysis of products sales, and trends.
· Meets or exceeds monthly target in assigned territory for different products.
· Provides results of analysis of product sales, trends, customer service, and likely impact on the Company
· Makes recommendations on all PTV personnel and evaluates staff engaged in different functions 

· Lead and manage a team of 50 personnel, monitoring personal performance and development, and arranging training in co-ordination with product / area managers as required.
Operations & Customer Service  Executive

May  2002 – July 2004   

Responsibilities
:     

· Supports Division Head on administration and operation.

· In-charge of the database management facility of  clients.

· In-charge of technical team operations

· Handles complaints and keep customers informed  of the progress of their  problem.

· Assist in marketing and promotional activities

· Customer follow-up and sales negotiations

Previous Jobs
:
1999 April –  2002 March

Administrative Assistant





Department of Education 

Quezon City, Philippines 

February 1997- April 1998
: 
Quality  Assurance Inspector






SEANTRAM TECHNOLOGY INC.

BTC Group, Taiwan

Optical Disc Division

June 1994-June 1996 
: 

Line Leader  






PRIMAX ELECTRONICS LTD.

Taipei, Taiwan

1993 April – June 1994
: 

Computer Instructor





M/SET COMPUTER CORPORATION

Manila, Philippines



Seminars  and Trainings Attended:
· Supply Chain Management

· Basic Safety

· Facilities Management 

· Corporate Training in Marketing and Customer Service

· Business Correspondence Seminar

· Networking -  Filipino Association of Computer Excellence

· Corporate training on Finance and Accounts

· Leadership Training



Educational Background:
College

:


Bachelor of Science in Computer Engineering






Adamson University

Personal Information:
Nationality:



Filipino

Marital Status:



Married

Visa Status:



Residence visa

References:  Available upon request
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