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                   Al Satwa, Dubai UAE
Mobile #: 050 287 5208
Email: shine__079@yahoo.com
Position Applied For
: 
Career Objectives
 

To be employed in a company where I would be a great contributor to the improvement of the services it renders through my proficiency in the field of study and experience.
Personal Qualification

· A graduate of BSC Commerce major in Marketing.

· With 2 years in the field of Accountancy and 2 years in Sales Marketing

· Responsible, hardworking and Flexible to work on extended hours.

· Willing to be trained in the office.

· Computer literate such as (MS Word, MS Excel, Tally, Flotilla 4.7, F5 Carriage system, Internet)

· Knowledgeable of DPMAN, E- MIRSAL 2 in Dubai Trade.
· Can Operate Xerox and Fax Machine.

Professional Experiences 
CARGO WORLD SHIPPING & LOGISTICS

P O BOX 116886 DUBAI UAE

Ph: +971/4 398 0300

Fax: +971/4 398 6622

Customer Service / Receptionist /Documentation
November 24, 2010 – Present

Duties and Responsibilities:
· Provide sales support for existing business, be the interface between the principals and the customers, confirm offers and delivery schedule, register orders, sales follow-up, delivery advice, invoicing, respect of customer credit limits, intervention for late payments.

· Provide accurate and timely notification to the concerned party in case of any changes/delay in shipments

· Manage documentation for all logistics, customs clearance and payments
· Handle order processing, confirmation and shipment follow up; update sales database.

· Provide accurate and timely notification to the concerned party in case of any changes/delay in shipments.
· Responsible for typing memos, report & other correspondence.

· Received & distributed mail & messages to appropriate departments & employees.

· Responsible for customer service in the digital equipment, duties including answering customer queries, problem solving & providing detailed on new product.
· Supporting our current customer base by answering customer’s telephone/fax/email enquiries concerning their shipments.

· Receiving & updating shipment information including pre-alerts & issuing arrival notice/exchange letter /delivery order to consignee.
· Maintaining & issuing all import or export reports & shipping documents.

· Adhering to procedures & productivity standards.

· Making daily Progress Report of the company to the Managing Director.
· Processing Bill of Entry Documentation for Import, Export and Transit thru online

· Processing Delivery Order 

· Responsible for making Invoices for the Job.
· Sending Request Ocean Freight for the shipping Lines.

RABHA FZO CO.

P O BOX 18508 JEBEL ALI FREEZONE, DUBAI UAE

Ph: +971/4 8833 833

Fax: +971/4 8830 588

Account Assistant / Customer Services Coordinator

May 17, 2008 – December 01, 2008
Duties and Responsibilities:
· Provides Pricing and delivery information, processes orders, and prepares cash report.

· Monitor scheduled shipment dates to ensure timely delivery and expedite as needed.

· Keeping steel stock inventory in excel.

· Accurately process customer transactions such as orders, quotes or returns.

· Making quotation, order confirmation through tally.

· Provide accurate information regarding availability of stocks items.

· Follow up orders and quotes with sales representatives to ensure satisfaction,

· Develop strong relationship with the customers and speaking on the phone.

· Maintain accurate filling system for completed orders, quotes, prepare invoices.

· Follow up payments of the customers.

· Preparing monthly petty cash expense report.

· Able to handle data entry invoices details.

· Handling incoming and outgoing fax messages and retrieving emails as per as instruction.
HI TECH COMPUTER TECHNOLOGY (HTC)

Taoyuan, Taiwan, R.O.C.

Tester/Quality Control
· To perform pre-testing procedures on the assembled units, testing include keyboard, touch panel, camera, SD read/write ability, USB testing and serial number checking through function test machines.

· To check physical deformities such as scratches, gaps, paint peeling etc.

· Identify and resolve root cause for reliability and quality issues.

· Supports day to day operations of manufacturing line through close monitoring of assembly related problems and giving feedback to line leaders and supervisor for immediate countermeasures.

· Write reports to minimize production line failure and enhance production operation.

LOS PRIMOS LENDING INVESTORS

Matina, Davao City

Cashier / Account Assistant
· Handling relevant administrative tasks.

· Preparing of cash invoices, transfer monthly sales & repair documentations.

· Developing new client base & accompanying staff.

· Handling daily cash, evaluating monthly income.

· Preparing monthly petty cash expense report.

· Preparing monthly income statement and balance sheet.

DUNKIN DONUTS

Malvar, Davao City, Philippines

Waitress cum Cashier

· Entertained customers demand in order to make them satisfied.

· Give Quality food service.

· Prepare daily Sales Report and Inventory.

· Reconciled Daily Cash against Daily Sales.

RIZAL COMMERCIAL BANKING CORPORATION

Davao City, Philippines

Information/Front Desk Apprentice

Trust Investment Department

Apprentice

· Handling new account.

· Entertained clients.

· Data encoder.
PERSONAL INFORMATION


Date of Birth

:
November 11, 1979

Nationality

:
Filipino

Civil Status

:
Married

Sex


:
Female


Education

:
Bachelor of Science in Commerce 

Major in Marketing

Year Graduated
:
2004

Visa Status

:
Residence
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