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PROFILE
Over 12 years of working experience with the last 7 years in the logistics and air freight industry. With exposure in ERP and SAP and other web based applications and programs. With effective/excellent MS word skills with knowledge of Excel, Power Point, internet& email. Highly dependable customer service skills, training skills and problem solving skills,management and organisational abilities and interpersonal skills. Proven ability to multi-task and handle confidential and sensitive information with discretion and tact.
EXPERIENCE

CUSTOMER SERVICE EXECUTIVE- June 25, 2012-March 31, 2015

Satsaco Express Transportation Pte Ltd (singapore)
· Handled entire air exports operations.
· Offer quotes to customers for cargo shipments.
· Compute shipment costs including charges for services and insurance using rate tables and schedules and prepare and maintain shipping and other documents for all outbound shipments.
· Prepare packing slips, Airway bills, Pro-Forma invoices and other certificates required.
· Checked in and out all cargoes and sort for loading and unloading on day to day operations.
· Supervised and maintain logistics operations and prepare weekly & monthly inventories.
· Ensure all necessary customs documentation are in place and is on file for all outside carriers.
· Ensure all invoicing done for Accounting Department for freight monies and for the payment of transportation services purchased is delivered to Accounting by the established deadline.
· Prepared monthly/quarterly reports and physical filing system.

SENIOR ADMINISTRATIVE ASSISTANT- September 23, 2008-March 23, 2012
Teckwah Logistics Pte Ltd (SINGAPORE)
· Provided admin support and coordination to multiple HP Business Units in their demo program for Singapore, Vietnam, Indonesia and Philippines.
· Management of the HP equipment inventory. 
· Receiving and processing of loan requests from HP Sales Team and responsible on 
the delivery /collection of demo units from customers. 
· Correspondence with customers, HP Sales Representatives and Business Unit Managers on demo extensions & sales conversions ensuring that these are done 
before units reach its due date and ageing period. 
· Monitoring and updating the web based Loan Management System ensuring that entries are accurate and up to date. 
· Liaison to HP Engineers and other parties concerned in resolving equipment 
problems and discrepancies.
· Coordinating with other 3rdparty forwarders for routine collection/delivery 
arrangements. 
· Maintaining an accurate filing system for all relevant documents for easy retrieval. 
· Conducts weekly cycle counting. 
· Monthly submission of Inventory Report, Transportation Report and Business Partner 
Performance Metrics Report. 
· Conducts annual stock-take. 

LOCAL GOVERNMENT OPERATIONS OFFICER-Feb 2004- May 2007
        Department of the Interior and Local Government (philippines)
· Provided clerical and administrative support to the Operations Director. 
· Organized and facilitated trainings and seminars in the Provincial and Local Government Units for Local Government Officials and Non-Government Organizations (NGOs) in relation to the implementation of the departments 
programs, projects and activities.
· Liaison with other departments, other government agencies and non-government organizations in monitoring the departments programs. 
· Submits weekly, monthly and quarterly reports for various projects  and initiatives being implemented by the National Government at the local government level.
ASSISTANT MANAGER -April 2001-January 2004   
McDonald's Tacloban Branch (philippines)

· Lead shift and oversee the general store operations including cash and sales management.
· Responsible to meet shift production and sales goal. 
· Responsible for quality control. Ensuring that standard procedures are being 
followed at all times. 
· In-charge of the crew training, product ordering and inventory system of the 
restaurant. 
· Responsible for shift schedule to include: workstation assignments/rotations, 
employee trainings, employee breaks, overtime assignment and back up for absent 
employees. 
· Conduct employee performance reviews and makes recommendations for promotion.
EDUCATION
Bachelor of Business Administration-Major in Management 
April 2000
 University of the Philippines - Visayas Tacloban College 

SKILLS
· Exposure on export coordination, preparing commercial documents for direct &port to port shipments. 
· Registered customs declarant in Singapore, familiar with trade declaration submissions, customs procedures and documentation. 
· With SAP (SysFreight) & ERP (Navision) experience. 
· Ability to work in a flexible way that allows for changes in assignments and priorities 
depending upon identified needs.
· Accurate and able to meet deadlines and targets. 
· Ability to work well independently as well as part of a team. 
· With high level of integrity and a business focused attitude. 

· Problem Solving and Decision Making by the Singapore Workforce Development Agency (17-July-2010)
· The Teambuilding Challenge for Leadership and Innovation (21- August-2010) 
· Service Innovation Processes by the Singapore Workforce Development Agency (4-May-2011) 
· Cultivate a Service Innovation Mindset by the Singapore Workforce Development Agency (4-May-2011) 
· Registered Customs declarant by the Singapore Customs (26-July-2013)
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