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OBJECTIVE
To work in a dynamic and progressive company with flexibility to grow by enabling me to utilize my knowledge, skills and experiences to contribute in the progress of the company while  achieving  professional and financial growth.

WORK EXPERIENCE
Date


:
February 17, 2012-February 17, 2013
Position

:
Admin. Assistant/Store Operator
Company

:
R-Logic International PTE LTD.-Singapore
Duties and Responsibilities
· Receiveincoming goods and verify quantity against DO and Invoices and prepare reports if there are discrepancies.
· Issue requested materials for production in a timely and accurate manner.
· Conductmonthly cycle count  and updates system using ERP, ORACLE and ACCPAC.
· Assist customers for Iomega productsuch as Hard Drive and Network Storage for replacement and Malaysia branch for incoming materials if needed.
Date


:
August 21, 2007 – June 3, 2011
Position

:
Office Assistant cum Logistic Assistant
Company

:
Balensya Gen. Trading LLC-Dubai , UAE
Duties and Responsibilities

· Prepare documents such as quotations, Pro-Forma invoices and packing lists for inspection.
· Coordinate with shipping agents for booking of containers for car and cargo commodities, monitoring the ETD and ETA in their system.
· Process the necessary documents for  payments and other  related shipping  issues.
· Keep records and ensure that all files are properly maintained and updated in the system.
· Handle incoming and outgoing calls,  fax and emails. 
· Do other related tasks as assigned by the manager.
Date


:
September 21, 2004 – April30,2006
Position

:
Secretary cum Logistic Assistant
Company

:
Gourjenisa Cargo – Dubai, UAE
Duties and Responsibilities
· Prepare inspection documents such as Packing Lists, Pro-forma Invoices and RFI.
· Request Inspection (BIVAC, SGS and COTECNA for Africa countries) process final issuance of CRF, follow up documents in pricing department in Dubai-UAE.
· Apply loading certificate (CNCA) and arrange Custom Documentation.
· Check bank for incoming inward remittances for clients.
· Do coordination  with shipping line, checking vessel status, payments, delivery, loading schedules  and other shipping issues.
· Prepare the daily report to General Manager.
Position

:
Factory Worker (Production)
 2000-2002
Company

:
Micro Star International LDT. (MSI)-Taipei, Taiwan
Duties and Responsibilities

· Count and double check material required for assign production. 
· Check machines to be in good condition before productions.
· Coordinate with the  Line Supervisor for any problem encountered during operation, to ensure to reach the given quota and repair motherboard if necessary.
Position

:
Cashier 1999-2000
Company

:
FFV Travel and Tours –Philippines

Duties and Responsibilities

· Handle the payables, daily cash receipts, petty cash fund  and in-charge of  the preparation daily cash position report.
· In-charge for the preparation, checking and keeping of all reports on deliveries, purchase orders, sales invoices, official receipts and other related reports.
Position

:
Service Crew 1997-1998 (6 months)
Company

:
Wendy’s International – Philippines
Duties and Responsibilities
· Prepare food for delivery order.

· Take order from customer.

· Cashiering duties.
EDUCATIONAL BACKGROUND

COLLEGE

:
Eulogio “ Amang” Rodriguez Institute of Science and
Technology (EARIST) - Manila, Philippines
COURSE

:
Bachelorof Science in Mathematics

1995-1999
ADDITIONAL SKILLS/CERTIFICATE
· Computer Literate in MS Word, Excel, Basic Power Point (TESDA Certificate).
· Certificate of Training in Leadership Management Course (Singapore)
· With driving skills (Student License issued in the Philippines).
PERSONAL DETAILS
Civil Status

:
Single
Gender:      Female


