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CARREER OBJECTIVE
1. . To obtain a challenging position that will enhance my skills and potentials and broaden my knowledge in preparing myself to be professionally and globally competitive. 
1. Willing to work as a secretary or other position  that will enable me to contribute my professional experience in an established organization

PROFESSIONAL EXPIRIENCE
October 2013-up to present
 Panaderia Bakery & Trading
 Manager /Purchasing In-charge cum Co-ordinator 

1. Research potential vendors.
1. Negotiate with suppliers on behalf of employer.
1. Compare and evaluate offers from suppliers.
1. Evaluating vendors, negotiating contracts and preparing reports on orders and cost.
1. Work out logistical agreement with suppliers.
1. Maintain and review Purchasing, shipping and receiving records.
1. Maintain enough quantity to avoid out of stocks.
1. Track orders and ensure timely delivery.
1. Review quality of purchased products.
1. Enter orders details (e.g. vendors, quantities, prices) into internal databases.
1. Issuing payment to suppliers.
1. Responsible for all documents including invoices.
1. Follow the day to day activities of the company.
1. Working with staff members from time to time to improve  and  optimize sales.




November –2005 to August 2013
Data-Entry / Receptionist
Al Bayader International LLC
ICAD-3 Musafah Abu Dhabi U.A.E


· To be responsible for accurate & timely issue of quotation and Proforma invoices to our customers as required.
· To meet customers on our premises to discuss their requirements.
· To maintain good relations with our customers.
· To solve problems by liaising with the other staff & customers.
· Other tasks to support the business plans and when required including working extra hours if required to ensure company business objectives are met.
· Collects orders from Salesman.
· Responsible in making invoices as per Local Purchase order.
· Attends to documentation responsibilities as required.
· Follow-up deliveries to customer.
· Answer telephone calls and transfer to appropriate staff member.
· Create and modify documents as required by the company.
· Responsible in making the transfer in and out of the products.
· Responsible in sending e-mails as required by the company.


December -2001 to March 2005
Accounts Clerk cum Data-Entry Operator
Carrefour Hypermarket
Marina Mall, Abu Dhabi, U.A.E

· Making L.P.O’s through system as per item received.
· Filling important documents for suppliers.
· Handling incoming and outgoing calls.
· Encoding invoices through system as per item received from supplier.
· Preparing payment cheques for supplier as per invoice.
· Making sure that all important documents are in proper place.
· Handling inquiries and problems of suppliers.

June 1995 to June 1997		
Promo-Merchandiser 
Rogemson Company
Old Samson St. Balintawak   Q.C

· Promoting products to customer.
· Controlling stocks levels based on forecasts for the season.
· Analyzing every aspect of the best and worst items.
· Ensuring that the best sellers are fully potentialised.
· Monitoring slow moving item.
· Taking action to reduce prices or set promotions as necessary.
· Gathering information relating to the customer reaction to products.
· Analyzing previous season’s sales and reporting on the current season.

EDUCATIONAL BACKGROUND

COLLEGE
Computer Secretarial
System Technology Institute (STI college) Philippines		April 2000 - Graduate
SECONDARY
Diadi National High School      -Philippines			March 1995- Graduate

SKILLS / STRENGHT
· Computer Literate and Fast Learner.
· Knowledge in Microsoft Office (Word&Excel) and Internet Explorer.
· Good Interpersonal and communication skills.
· Can speak Basic Arabic

PERSONAL DATA
Date of Birth	:	August 05, 1977
Place of Birth	:	Nueva Vizcaya Philippines
Languages	:	English, Tagalog, basic Arabic
Nationality	:	Filipino
Passport No.	:    	P5281752B
Citizenship	:  	Filipino
Religion	:    	Church of Crist
D.License no.:	2697672	
Reference:

To be furnished upon request.

Myrian Miclat
image2.jpeg




