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Nationality: Filipino

Date of Birth: 8 November 1988

Visa Status: Tourist Visa

OBJECTIVE

To obtain an Administrative / Warehouse / Logistic position with a company using a positive attitude, great attention to detail and accuracy  and a desire to succeed in a fast-paced environment to provide effective support to the company.

 
PROFESSIONAL SUMMARY

· Highly trustworthy, discreet and ethical.

· Detailed-oriented, efficient and organized professional.

· Possess strong analytical and problem solving skills, with ability to make well thought out decisions.

· Resourceful in handling management reports within tight deadlines and effective in multi-tasking.

· Excellent written and verbal communications skills.

· Proficient in MS Office (Word, Excel, PowerPoint, Outlook) and able to learn proprietary systems / applications quickly and easily.

PROFESSIONAL EXPERIENCE
Logistic Coordinator
MCT Food Incorporated
Valenzuela City, Philippines

Company produced of innovative packaging solutions and high quality food ingredients.  
3 February – 8 May 2015
Specific Duties and Responsibilities:
· Ensures the Warehouse is a smooth, effective and efficient operation with respect to receiving, locating, sales order processing, picking, dispatch and general inventory management.  
· Make sure that all the Company’s guidelines, policies and procedures are followed while these responsibilities are carried out.
· Plans daily operations and supervises respective Warehouseman.
· Oversees receiving, picking and dispatch are done according to Operational Guidelines.

· Check if the dispatch is prioritized appropriately.

· Train, guide and evaluate performance of new and existing Warehouseman.
· Enters the Production’s Receiving Report into system once verified against the Finished Goods received and endorsed to Warehouseman for proper storage.
· Ensures Sales Orders correspond with agreed specifications (price, pack size).
· Forwards Sales Orders to Warehouseman to facilitate picking and preparation and countercheck before dispatching.
· Maintain and confirm Stocks availability at all times. Traces and searches for mistakes / discrepancies in stock quantity, expiry dates and misplacements, as reported by pickers, sales and dispatch staff.
· Remove any expired and damaged Stocks.

· Receives Raw and Packaging Materials from Suppliers and checked if passed to Quality Control
before being forwarded to Warehouseman.

Inventory Controller / Internal Audit

Kitchen Beauty Marketing Corporation

Valenzuela City, Philippines

Philippine’s Leading Distributor of Kyowa and Rossetti, Zebra Stainless and Seagull

April 03, 2014 – January 31, 2015
Specific Duties and Responsibilities:
· Compiles and maintains records of quantity, type, and value of material, equipment, merchandise, or supplies stocked in establishment: Counts material, equipment, merchandise, or supplies in stock and posts totals to inventory records, manually or using computer.

· Compares inventories to stock system records or computes figures from records, such as 
sales orders, production records, or purchase invoices to obtain current inventory.

· Verifies clerical computations against physical count of stock and adjusts errors in computation or count, or investigates and reports reasons for discrepancies.

· Compiles information on receipt or disbursement of material, equipment, merchandise, or supplies, and computes inventory balance.

· Prepares reports, such as inventory balance, and email summary reports.

· Prepares list of depleted items and recommends survey of defective or unusable items.

· Maintain stock and issue materials or merchandise.

· Prepares reports, such as inventory monitoring, actual count, discrepancy, stock tag against stock record system and send email report to the superior and managers.

· Observes and conducts audit of the stocks..

· Ensures the effective and efficient implementation of Warehouse Policies and Procedure.

· Ensures proper consumption, use, control and housekeeping of both materials and documents.

· Monitor and/or evaluates the performance of subordinates, counsels/coach them for improves performance and recommend disciplinary action when needed. 

· Act as Reliever to Aisle Man / Warehouseman during his absence.

Order Fulfillment Assistant / Warehouse Logistics Assistant

Vibelle Manufacturing Corporation

Malabon City, Philippines
Philippine’s Leading Manufacturer and Distributor of Jergens and Caronia

May 20, 2013 – February 27, 2014

Specific Duties and Responsibilities:
· Receive Daily Pick – List of Orders, Check Delivery Date and Delivery Address, 
Disseminate to warehouseman for picking of orders. Ensure that picking activities 
meet deadlines.
· Prepare/Pack Order of Distributors correctly based on Pick List and within the three days lead time. Sees to it that goods are correctly packed in Vibelle master boxes with correct label indicating Consignee’s Name, Address and with number of boxes.
· Prepare Packing List of Distributors order manually based on line on Pick List. 
· Encode data in excel file for printing which will serve as part of Delivery Document.
· Prepare complete Delivery Documents such as Invoices, Purchase Order, and Packing List Acknowledgement Receipt.  Calculate size of shipment such as weight and CBM.
· Schedule Booking Shipment.
· Maintain Daily Dispatch Data containing delivery schedule, driver, helper, route, start time and total turnaround time with delivery efficiency summary.
· Monitor unfulfilled deliveries, inform superior/dispatcher for Re - Schedule of Delivery.
· Encode and Maintain Data of Transfer for delivery schedule to Third Party logistics using the Cross – Docking Services.
· Receive and Monitor inventory of the following:
· Marketing Collaterals
· Store Modules
· Reconciles Daily Total Quantity per SKU withdrawn from Warehouse against total allocated quantity generated in the WPP (Warehouse Precision Procedure) System for Jergens.
· Receive Report from FG Custodian for any product discrepancy receives from Production or from Vendor. Prepare Document to Record discrepancy.
· Responsible for the physical count and checking of prepared orders per customers/account vs pick list both for outright and concessionaire orders. Ensure accuracy and completeness of product.
· Reconciles with Warehouseman any discrepancies in the physical count and SKU preparation of arranged order.
· Responsible for the numbering and labeling of boxes prior to loading of key account order to delivery vans.
· Responsible for the physical checking of goods pick and serve to Robinsons Supermarket / Department Store. Ensure that actual quantity of goods inside the box is 100% correct based on packing quantity requirement to avoid penalties.
· Responsible for preparing and attaching label per item box order of Supervalue indicating P.O. number, Article number, SKU number and branch requirement.
· Responsible for physical checking of goods prepared for Mercury Drug order of Caronia. Make Sure that goods are completely prepared for transfer to 3rd Party Logistic.
· Supervises loading of goods in the delivery vehicle and ensure accurate stocks are located as per schedule.
· Responsible for the performance of delivery teams in their daily assignments. Ensure fulfillment of deliveries at 100% achievement.
· Supervises daily loading of customer order in the delivery resources and sees to it that loading is within the trucks capacity. Ensures delivery resources are safe, secured and padlocked.
· Responsible for the release of goods and shipping document to the assigned 3rd Party Logistic. Verify truck plate number and capacity upon pick – up. Supervises loading of goods and ensures that goods are in good condition.
· Responsible to prepare a Quarterly Monthly Allowance of the employees.
· Ensures warehouse meet Good Warehousing Practices (GWP) standard.
· Act as Reliever to FG Warehouse Custodian during his absence. 
Audit Checker / Internal Audit – Seasonal

CDO FoodSphere Inc. – Head Office
Valenzuela City, Philippines
Philippines’ Leading Meat Processing Company

August 16, 2012 – January 15, 2013
Specific Duties and Responsibilities:
· Monitor and Supervise the Quality of Incoming and Outgoing raw materials and food products deliveries to storage.

· Reviewed Procurement Documents such Delivery and Receipt Order for inventory 

and invoice accuracy

· Conducts spot audit on selected branches and facilitate Audit Inventory Report.

· Ensure proper documentation of items with official accountable forms

· Ensure the return items are properly segregate and documented

· Performs other duties as required to support the departments vision and mission
Store Checker - SM Department Store
Mandurriao Star Inc.

Manila, Philippines
March 15, 2012 – August 10, 2012

Specific Duties and Responsibilities:
· Responsible to all Documents

· Ensure Quality Service and Customer Satisfaction

· Monitoring the Selling Products

· Responsible for the Cleanliness of the Counter Areas

Food Store Crew – Seasonal

CDO FoodSphere Inc. – Head Office
Valenzuela City, Philippines
Philippines’ Leading Meat Processing Company

November 18, 2011 – January 03, 2012

Specific Duties and Responsibilities:
· Ensure Quality Service had been given at all times.

· Responsible for the Grocery Items and Frozen Products.

· Courteously deals with Customers Satisfaction

· Ensure proper storage of grocery items and frozen products.

· Report Inventory Products every once a week.

Audit Checker / Internal Audit

CDO FoodSphere Inc. – Head Office
Valenzuela City, Philippines
Philippines’ Leading Meat Processing Company

May 23, 2011 – November 12, 2011

Specific Duties and Responsibilities:
· Monitor and supervise the quality of incoming and outgoing raw materials and food products deliveries to storage.

· Reviewed Procurement Documents such Delivery and Receipt Order for inventory and invoice accuracy.

· Conducts Spot Audit on selected Branches and facilitate Audit Inventory Report.

· Ensure proper documentation of items with official accountable forms

· Ensure the return items are properly segregate and documented

· Performs other duties as required to support the departments vision and mission
EDUCATIONAL BACKGROUND

Bachelor of Science in Entrepreneurship

Universidad De Manila

April 2011

