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Career Objective:


To be a part of your prestigious company and obtain a challenging position, where I can fully utilize my knowledge and skills while contributing to the benefit of your company.


WORK EXPERIENCES:
Merchandising Assistant
March 17, 2013 – Jan 05, 2016
Ali Saleh Trading Co. L.L.C.

Murshid Bazar
Duties and Responsibilities:
· Monitoring the Actual Stock on Hand vs. NAV Stock for Non-Saleable Item
· Preparing the Purchased Order and Payment Request for the Non-Saleable Item

· Preparing Order Sheet for Supplier (Shirts, Trousers, TShirt, Jeans & Undergarments)

· Preparing GRN for In-Transit Consignment (enter in the NAV System)

· Preparing Pricing Chart and Stock Card for In-Transit Good Items Rcvd from Supplier
· Preparing shipping documents for Samples of each Brand Items and Stock Card to be sent to international clients.
· Arranging the In-Transit Men’s Garments Samples as per Invoice Rcvd from Supplier (Thailand, India, Indonesia and China)
· Preparing STO (Stock Transfer Order) for UAE and Overseas Shop
· Monitoring the Shortages Good Received from UAE & Overseas Shop

· Preparing monthly Report for Overall Consumption for Non-Saleable Items

· Monitoring the Overall Shortages Received from Shop and Supplier.
Warehouse Assistant
April 28, 2012 – March 16, 2013

Ali Saleh Trading Co. L.L.C.

Dubai International Textile City, UAE 
Duties and Responsibilities:

· Receiving the consignment from supplier (Thailand, India & China) and Local
· Preparing documents like: Invoice, Packing List, etc. for Overseas Delivery ( Doha Qatar, Kuwait, Bahrain, Salalah & Oman)

· Monitoring the Stock Transfer Summary (STO) Retail Item Summary & Non-Saleable Items
· Transaction in NAVISION SYSTEM for: Dispatched/Posting the STO and from Excess Items, Printing the Barcode & Price Label, Transact the Shortages for the UAE Shop, Make Purchase Return Transfer (PRT) to Merchandising, Make ITO (Internal Transfer Order)
· Preparing for the UAE Delivery for Sharjah, Dubai, Abu Dhabi, Fujairah, RAK, Al Ain 1 Shop

· Received and Make report for all UAE Good Damages, Stock Transfer and some damages Non-Saleable Item
· Monitoring and Check the Overseas Shortages Report
· Monitoring and Check the Physical stocks vs. Navision stocks
· Assigning the Daily work routine of Driver & Porter
ENGLISH TEUTORIAL/ PRIVATE NANNY
May 11, 2009-Aug.23, 2011

Faisalia Dammam

Kingdom of Saudi Arabia

Mr. Abdulla Mohammed Al -Thabtani

MATERIAL INVENTORY CLERK

(Material Control Dept)

Sept.27, 2004 – June 13, 2008
EMS Components Assembly Inc.

124 North Science Ave., Laguna Techno Park, Inc.

Biñan, Laguna
Philippines 
Duties and Responsibilities: 
· In-charge of warehouse transactions that include materials, receiving, storage, safekeeping, control and issuance to production.

· Coordinate with SAP- (IMI and PCP and other PCP-Subcon) personnel for any transaction in the system to check and reconcile the following

a.) level and inventory Receiving and Issuance of materials

b.) Inventory Monitoring

c.) Monitor Work-In-Process

d.) Monitor the encoding of all data (incoming and outgoing)

e.) Reconciliation of Materials inventory.

· Monitor the material kitter if it is with schedule. 

· Interfaces directly with supplier/customer on matters related with material requirement and delivery.

· Interfaces with suppliers on matters related for Production requirement on matters related to schedules of deliveries, pick-up of ship-out, materials delivery
· Coordinates with other Department to resolve problems affecting production materials inventory.

· Assist Superior in formulation and execution of department operation and quality improvements

· Able to have accountability in controlling materials in receiving and issuance to customer

· Consistently check and monitors materials inventory.

TRAININGS ATTENDED:

· National Citizens’ Movement for Free Elections (NAMFREL) Muntinlupa May 16, 2007   


· Peoples Effectiveness Program (PEP) Feb 19-22, 2007 Sta. Rosa Laguna

· Quality Circle Seminar EMS Components Assembly, Inc. Aug 10, 2007

· Educational Psychology Seminar Laguna State Polytechnic College Sta. Cruz Laguna Feb 2003

· Leadership Training Seminar Gat Yantok Majayjay Lag. Feb 21, 2004

SKILLS:

· SAP Encoder in IMI for EMS all material transactions
· Computer literate with comprehension capability on data gathering
· Organized and systematic in assign Job responsibilities
· Can Generates with flexibilities of any work demand

· Has the initiative to generates, maintains and updates reports
· Reports accuracy, can be flexible in sudden change of Production plan

· Willing to extend beyond working hours 

· Responsible to accomplish all documents needed for shipment or transfer of 

         parts to customer
· Knowledgeable in MS Windows (PowerPoint, Excel, Word, Paint, Outlook)

· Knowledgeable in SAP SYSTEM, BIZBOX SYSTEM, NAVISION SYSTEM
EDUCATIONAL ATTAINMENT:

Laguna State Polytechnic College, Sta. Cruz, Laguna 

Bachelor of Science in Industrial Education 1999-2003

Major in Home Economics 

PERSONAL DATA:

Birth date
:   March 09, 1982
Age

:   33
 
Sex

:   Female

Civil Status
:   Single

Religion
:   Islam
Nationality
:   Filipino
MA. TERESITA       CV No: 1558440








