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JUNEL S. SUPANGA                                                    
Villa 26, Street 23B, Mankhool, Dubai                             
Mobile No: 0526670895
E-mail: junelsupanga@yahoo.com



PROFILE


OBJECTIVE:
Seeking a position to utilize my skills and abilities in an Industry that offers Professional growth while being resourceful, innovative and flexible.

HIGHLIGHTS OF SKILLS

· Strong Analytical and Problem-Solving Skills;

· Knowledgeable in system application programming (SAP system) .
· Proficient in Microsoft Application (Excel, Word, emails);

· Dedicated, client focused professional, quick learner, able to multi-task;

· Handles sensitive and delicate information with high degree of firmness

· Good communication skills and works well in a variety of situations with different people;



PROFESSIONAL EXPERIENCE
WAREHOUSE SUPERVISOR

K-FLEX GULF MANUFACTURING LLC

SEPTEMBER 2014-MAY 2015
· Responsible for handling stores and inventory control including storage issue and dispatches of material.

· Supervise in truck/container loading and unloading.
· To coordinate with logistics and sales support accurate and timely shipment loading.

· To check shipping documents for exports shipment before loading. 
· Supervise in proper coding and identification of storage items.
· Prepare daily receipts, dispatches report, and warehouse inventory.

· Planning of space for present operational plans and future requirements in coordination with procurement department.

· To maintain minimum levels of inventory as per plant guidelines.

· To do physical verification and reconcile with system stock and update to the sales support.
· To maintain proper records of warehouse accurately.

LOGISTICS COORDINATOR
SPINNEYS DUBAI LLC.
September 2012-AUGUST 2014.
· To respond all customers concern and correspondents on behalf of the warehouse.
· To coordinate with the transport department to ensure the deliveries of goods on time.
· To inform and reason out delays on deliveries.
· To issue credit notes to customers for defective and short deliveries of items.
· To do survey on all short expiry items for allocation and promotions if needed.

· To do reports to managers on reasons of delivery discrepancies and why we issue credit notes.

· To do write off’s and physical inventory for defective, expired and some missing stocks.

· Update employee’s overtime, absents and leave applications through SAP.

LOGISTICS ADMIN.

SPINNEYS DUBAI LLC.

March 2011-AUGUST 2012
· Receive and add to stock all foreign consignment using SAP system.

· Release and invoice orders from stores.

· Make consolidated border invoices for items to be delivered to other Spinneys branches on other countries.
· Process online application for products health certificate and country of origin to Dubai Chambers.

· To do system adjustments and claims to suppliers for defective products received.
· Update employee’s overtime, absents and leave applications through SAP.

· Handles warehouse petty cash.
SALES REPRESENTATIVE/ CREDIT COLLECTOR

January 2008-July 2010 Benguet Center Bank, Philippines
· Answers/address clients questions – Provide information about banks products and services.                                                                            
· Explains bank services and its partners like western union, M Luhiluire, Smart padala, and G Cash money remittances benefits and usage to clients.

· Visit and market all prospective clients for the bank.

· Received and issue receipts to all sorts of loan payments from client.

· Visit debtors in person when telephone conversations are unsuccessful.
· Prepare collection summary reports for strategic planning to tactical activities.

ACCOUNTING CLERK/DOCUMENT CONTROLLER

June 2005- December 2007, Abatan Lutheran Hospital, Philippines

· To receive and process all invoices, expense forms and requests for payment.

· To sort and file cash receipts and charge invoice.

· To record charges in the receipts to the accounting journal.

· Prepare cheques for payment.

· Process employee’s payroll, staff expense reimbursement.

· Prepares and process Phil Health Insurance discounts on patient’s hospital bills.

· Monitor and review patient’s bills for accuracy and completeness.

· Explain billing invoices and policies to patients.

EDUCATIONAL BACKGROUND


BACHELOR OF SCIENCE IN BUSINESS ADMINISTRATION MAJOR IN BANKING FINANCE

university OF THE CORDILLERAS, PHILIPPINES, 1999- 2004

PASSED- GOVERNMENT CIVIL SERVICE EXAMINATION, BAGUIO CITY, PHILIPPINES

TRAININGS AND SEMINARS

customer care training, productivity & quality training, tax management, good governance and public administration,

personal information

Birthdate: 

june 07, 1982

birth place: 
benguet, philippines

