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Career Objective
To build a long term career in Logistics Administration, Procurement and Operation that offers into professional values strategic thinking and the use of technology based tools.
Qualifications

Highly organize, works in minimum supervision, meet targets on daily basis, committed to work, honest individual and smart . Talented in independent project management and well-developed organizational capability. Good Analytical thinking and structured work methodology.
Level of Experience
More than five (5) years of experience in Logistics Role, administration skills and customer care.
Employment/Career History 

Logistics Coordinator & Purchaser




NAFFCO – Abu Dhabi, United Arab Emirates




December 2009 up to Present




Summary of Duties & Responsibilities:

· Dealing with suppliers both local & international.

· Gives accurate delivery time of PO’s to customer or concerns  dept. 

· Chasing suppliers & forwarders to expedite delivery of materials.

· Coordinates inventory of stocks and insures product adjustment are properly applied.

· Receive, sort, logs and distribute all incoming shipments. 

· Identifies, locates, obtains and arranges for shipment of requested replacement parts.

· Arranges warehousing and transportation of products to customer.

· May investigate and respond to inquiries regarding distribution & shipping.

· Arrange for the rectification of the defects pointed out by the auditor.
Office Administrator
AL Taqdeer Gen. Contracting, Maintenance & Transport
Abu Dhabi, United Arab Emirates
February 2009 – December 2009
Summary of Duties & Responsibilities:

· Assist and provide direct customer support; 
· Manage and responsible for inventory and itemization of products;

· Support to a department or a Manager.
· Responds to all customer inquiries.

-
Arrange for the rectification of the defects pointed out by                the Auditor and other inspecting authorities.

-
For carrying out the instruction orders of the Administrative Manager.
-
Ensure proper maintenance of personal files, service registers etc. of all staff.

Customs Documentation Clerk
Agility International Logistics Inc. 
Paranaque Metro Manila, Philippines

March 2006 – November 2008

Summary of Duties & Responsibilities:

-
Prepares and processes a variety of customs and related documents.

· Ensures the effective flow of import or export and discusses unusual problems with immediate supervisor.
· Receives reviews and approves shipping documents and ensures that information is complete.

· Contacts departmental representative upon receipt of assessment notice to ensure that appropriate shipping docs. are received for processing.

· Allocates customs classification code to product based upon item headings and legal notes.

· Determines duty payable for taxable items and prepares cheque requisitions for immediate supervisor’s approval.
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Expected Salary


AED 10,000.00 + 





Holding Valid UAE Driving License





Notice of Period


Below 30 days 





Nationality


Filipino





Date of Birth


December 4, 1984





Education


Bachelor of Science in Customs Administration 


Lyceum of the Philippines University 2001 - 2005





Training Attended


English for Sales & Purchase


English Plus Language &


Training Centre 


Abu Dhabi, U.A.E.


Oct. 2013 - Nov. 2013 





Customs Administrator 


Bureau of Customs 


Philippine Ports Authority 


March – April 2004





Affiliation


Former Youth Leader


October 2002 – March 2004





Computer Skills


Microsoft Office


 (Word, Excel)





Languages Spoken


English


Filipino








	





					








