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NORRIS 

Experienced Import/Export Executive
Purchasing/ Procurement Personnel, 

General Administrative Officer with Valid Driver's License in UAE
Email Add
:  norris.252800@2freemail.com 
Professional Key Experience:
A  highly stimulated and professional individual with over ten years of experience in logistics environment, specifically works with freight forwarding companies, representative in import/export shipments and documentations, coordination with Bureau of Customs in all import/export shipments (Abu Dhabi and Dubai). I have knowledge in L/C bank opening; have experience in purchasing and general administration works. Have good communication skills both verbal and written, ability to see things situations from various points of view, proficient in computer, flexible and easy to learn. 

Career Objective:

To use my knowledge and experiences that I gained in my professional experiences in my field of expertise; also willing to learn more new things that can help on my personal growth that lead in helping others.

Education:

Bachelors of Science in Customs Administration 

PHILIPPINE MARITIME INSTITUTE

Manila, Philippines

Graduate, 1992-1996

Career History:
1.0
Date Inclusive 
:
1st September 2006 - 28th February 2015(8yrs&6mos) 

Company 

:
Kuehne + Nagel LLC, Abu Dhabi, UAE

Position

:
Import / Export Operations Executive
2.0
Date Inclusive 

:May 2004 - May 2006 


Company 

:
World Link Freight System, Inc., Paranaque City,   

Position

:
Import Supervisor (Sea Port)

3.0
Date Inclusive 
:
Oct. 2003 - April 2004 


Company 

:
Gallop Forwarders Inc., Sta. Cruz,Manila, Philippines
Position

:
Supervisor / Officer-in-charges  

4.0
Date Inclusive 
:
April 1999 – Sept. 2003


Company 

:
Intercontinental Forwarders Philippines, Inc.





(Affiliate with Hecny Forwarders Inc.)




Position

:
Import / Export Operations Executive
5.0
Date Inclusive 
:
Sept. 1997 - Mar 1999




Company 

:
Mar-Jay Customs Brokerage,Makati City, Philippines
Position

:
Import / Export Customs Representative

Roles and Responsibilities:

· Plan and manage the supply chain, including purchasing, logistics, warehousing and transportation. Identify and analyse potential logistical problems and provide innovative ideas and solutions.
· Monitor and update day-to-day incoming import shipments and vessels arrival.

· I have knowledge in Dhabi system and Emirsal  2 and Dubai Trade.

· Create policies or procedures for logistics activities.

· Maintain metrics, reports, process documentation, customer service logs, or training or safety records.

· Train shipping department personnel in roles or responsibilities regarding global logistics strategies

· Responsible in collecting releasing delivery order to consignee.

· Coordinates and provide routing instruction to the origin station and supplier’s regarding of import operations procedure in U.A.E.

· Exports and Cross trade shipments including GCC countries.

· Computes and verifies shipment's data and expenses such as customs duty, freight charges, transport charges, customs excess/short collections, deposits, refunds and similar items in maintaining records. 

· Coordinate operations to the customs clearance section for timely movement of freight for forwarding and delivery. 

· Ensures timely receipt and offloading of inbound products into warehouses, and ensures that delivered products and quantities are as per order requirements. 

· Negotiate with trucking companies and to ascertain most efficient and timely movement        of cargo deliveries. 

· Ensure that products are stored safely and in the right conditions inside the warehouses and office premises. 

· Liaise with the team regarding day-to-day volume of work.

· Assist the Operation Manager on special import projects.

· Keeping stock control systems up to date and making sure inventories are accurate.

· Undertakes any other clerical work such as filing, billings, updating records, preparing correspondence, inputting and retrieving information from computers. 

Languages :

· Filipino and English

Computer Knowledge:

· Proficient in Microsoft Excel, Word, and Outlook

· Internet Savvy

· Power Point 

Hubby:

· Swimming

· Coach in swimming Team

Other Skills:

· Proficient in MS Office Application 

(Microsoft Word and Spreadsheet)
 

· Internet

· Power Point 

Personal Data:

Age

:

40
Civil Status

:

Married

Birth Date

:

November 3, 1975

Height

:

5’7”

Weight

:

78 Kgs

*Character References is available upon request.

This certifies that above information’s are accurate to the best of my ability.

Norris
� EMBED PBrush  ���
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