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CAREER OBJECTIVE

Seeking a position in an office environment wherein my knowledge and strengths will be utilized and will enable to make a positive contribution in the organization.

WORKING EXPERIENCE

LOGISTIC COORDINATOR – (March 24, 2013 – Present)

· Coordinating with the shipper for incoming shipments

· Inquiring freight rates (Air, Sea & Courier)

· Arrange collection of cargo from shipper

· Tracking dispatched shipments from suppliers

· Declaration of shipment to Customs (Mirsal II)

· Arrange delivery of cargo to warehouse

· Prepare costing for imported cargo

· Preparation of documents (invoice, packing list, proof of delivery) for export

· Liaising with the client’s forwarder for the collection of export cargo

· Export declaration of cargo

A/R ACCOUNTS ASSISTANT – Good Heart Marketing (June 2010 –  December 2012)
· Monitors the distribution of incoming inventories for quality and storage.

· Receive orders and responsible in preparing to dispatch the goods to their destinations.

· Prepares over landed deliveries and excess to trade report.

· Responsible for holding purchase order of accounts that exceed to credit terms/credits limit and has history of bounced checks.

· Reconciliation of inventory and accounts receivable monitoring, accounts receivable aging and reports status of accounts

· Follow-up collections to agents and post remittances

SECRETARY – Inter Computer Tech International Corporation (March  2010 – May 2010)

· Prepares sales and service daily reports

· Prepares summarized reports for sales and service

· Performs everyday inventory count

· Prepares summarized expenses and monitoring

· Deposits daily sales and service income to bank

· Prepares marketing materials

· Assists walk-in clients
SALES ENGINEER – Southern Tagalog Steel Corporation (September 2009 – February 2010)

· Visiting assigned areas  to look for prospective clients

· Promoting or making presentation of products to client

· Making proposals or quotation to clients

· Closing a sale

· Collection of payments

· Performs after sales visit

EDUCATIONAL BACKGROUND

Tertiary
:
Batangas State University (Main Campus)




Batangas, Philippines

Bachelor of Science in Business Management




Major in Financial Management (School Year 2005-2009)

AWARD & AFFILIATIONS

Second Honor





2005-2009 (Dean’s Lister)

Junior Manager’s Society (JMS)


Member

Junior Financial Management Society (JFMA)
Member

Honor’s Society (HonSoc)



Member

SEMINARS ATTENDED

· Seminar on Steeldek and Steelframe

Bicol Premium Steel Corporation (Legaspi, Bicol)

Sept. 24-25, 2009

· 1st AME Regional Marketing Management Education (ARMMED)

Theme: “Sights and Sounds of Philippine Tourism: Building a Tourism Hub through Excellent Marketing”

Batangas City Sports Complex, Batangas City

August 29, 2008

SPECIAL SKILLS AND QUALIFICATIONS

· Knowledge in Fox Pro system, Quickbooks and Mirsal II
· Computer Literate in Microsoft applications such as MS Excel, MS Word and MS Outlook.

· Possess good communication skills.

· Ability to adapt in a fast paced environment.

· Result-oriented and dependable.

PERSONSAL DATA

Date of birth
: November 19, 1987



Citizenship
: Filipino



Visa Status

: Employment Visa
Civil Status
: Single





CHARACTER REFERENCES

· Available upon request.

I hereby certify that the above information is true to the best of my knowledge and belief.
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