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VISA STATUS
:
HUSBAND VISA
CAREER OBJECTIVE     
 A challenging Logistics position with long term prospects in a stable and progressive company where I can maximize my administration and customer service skills and contribute to the achievement of company goals. 
SUMMARY OF QUALIFICATIONS

· Experience in office administration and telephone-based customer service 
· Proficient in MS Office applications (Word, Excel), Outlook , Internet and LOMIS
· Excellent verbal and written communication abilities
· Strong organizational and time management skills 
· Basic accounting knowledge

· Strong Customer Relations

· Self starter and work with minimum supervision

· Quick learner who can easily adapt to new responsibilities
WORK EXPERIENCE
AUG 2010 - NOV 2014
CUSTOMER SERVICE AND AMINISTRATIVE ASSISTANT 





CANADIAN NEXEN / PETROMASILA






Al Ramool, Dubai UAE   






Company Industry: Petroleum/Crude Oil Production
Job Role/Department:  Procurement/Logistics department and   Import &     Export Operations

Provides high-level customer service, administrative and logistics support to the company

· 
Serves as customer service and assist in all administrative matters including answering and transferring messages, screening incoming calls, faxes, and emails, receiving and directing visitors, sending documents.

· Setting up and maintaining all files and record systems

· Verifies and post details of business transactions such as funds received and disbursed.

· Receive correspondence and documents – Emails, PO’s, Requisitions, pre-alerts, and Invoices.
· Arrange Hotel/Airlines bookings for all the company staff coming in and out.
· Process Payments, Cash advances, and miscellaneous expense.
· Issue cheques, vouchers, invoices, account statements, reports and others.

DEC 2005 - APR 2009

SEA/AIR IMPORT & EXPORT COORDINATOR 





DUBAI EXPRESS LLC / FREIGHTWORKS





Al Ramool, Dubai UAE   





Company Industry: Cargo Handling and Logistics Services




Job Role/Department:   Import & Export Operations
· Prepare correspondence and import/export documents – pre-alerts, BOE, delivery order, declaration, invoices, waybill, etc. 

· Coordinate with logistic team that pick ups/ deliveries are made on schedule as per schedules promised to clientele to avoid customer complaints.

· Ensuring correct shipping documentation is prepared well in time to connect the desired vessel/aircraft

· Serves as customer service and assist in all administrative matters including answering and transferring messages, screening incoming calls, faxes, and emails, receiving and directing visitors, sending documents

· Inspect and confirm validity of all associated documentation to ensure smooth movement of cargo from door to door. 

· Check Email, reply and Follow up with other agents and arrange collection of documents.
· Setting up and maintaining all files and record systems

· Performs related functions as may be assigned by the superiors
JAN 2004 - OCT 2005

SEA IMPORT COORDINATOR 




HANKYU INTERNATIONAL  PHILIPPINES
 Philippines 






Company Industry: Freight Forwarding and Brokerage




Job Role/Department:   Sea freight
· Coordinate  shipping lines with other co-loader

· Prepare all documents required for shipment

· Inform and send pre-alert to all consignee's

· Ensures proper and immediate distribution of all import-related documents to right parties.

· Prepare Cash Advances as well as Daily Cash report.

· Follow up with Logistics on status of Import documents.

· Inform and send Arrival Notice to customers.

OCT 2002 - DEC 2003

DOCUMENTATION CLERK 
KINTETSU WORLD EXPRESS,
 Philippines






Company Industry: International freight forwarder




Job Role/Department:   Customer Service

· responded to inbound phone calls from customers with questions regarding their shipments
· Prepares Billing Invoices
· Data Entry of details to CDEC.

· Assist sea freight transactions.

· Update status of the Incoming and Outgoing shipments.

· Inform and send Arrival Notice to customers

· Answering customer phone calls

· Entered and process client requests 

· Coordinated with back office the status of delivery 

· Offered other service and convert into sales

EDUCATION ATTAINMENT
March 1999


ASIAN INSTITUTE OF MARITIME STUDIES
Bachelor’s Degree: 

Bachelor of Science in Customs Administration
COMPUTER SKILLS

MS Word, Excel






Outlook Express




Internet






LOMIS PROGRAM




PERSONAL DETAILS

Born on 20th of August 1978 Married, Roman Catholic & was born in Pandacan, Manila, Philippines. Physically Fit and can Speak and Write English language fluently.
Holder of UAE Driver’s License
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