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PERSONAL DATA:
AGE:

30
SEX:

Female

DATE OF BIRTH:
January 27, 1986

HEIGHT:

5’4

WEIGHT:

50 lbs (kg)

EMPLOYMENT:
	July 2012 – Present

Position                        

Company                       

Industry 
Key Responsibilities
April 2011 – July 2012
Position

Company
Industry

Key Responsibilities
May 2008 – April 2011   

Position                        

Company                       

Industry                

Key Responsibilities
Project Involvement


	Crewing Officer - Operations
Maersk Filipinas Crewing Inc. 

Manning Agency
Crewing Officer is responsible and accountable to deliver Crew Request requirements to the complete and full satisfaction of Maersk-Filipinas Crewing Inc., clients.
Know and understand the Crew Request requirements of Maersk-Filipinas Crewing, Inc. clients with reference to its Crew Selection Criteria and Certificates/Documents Matrices.
Plan, organize, and monitor activities related to Crew Request requirements of the Maersk-Filipinas Crewing, Inc. clients with reference to the E2E Crewing Business Process Guide. Plan crew changes and coordinate with concern parties for its effective implementation.
Ensure that all Crew Request requirements are delivered on time and only suitable crew holding complete, valid and original documents are embarked in compliance with the standards set forth by MFCI, its clients, as well as by the national and international statutory and mandatory rules and regulations governing the employment of crew to board ships under International Flags.
Promptly ensure compliance with agreed Service Level Agreements, SOPs and KPIs.
Maintain and uphold the Maersk Core Values.
Initiate and contribute to continual improvement plans of MFCI internal business processes to be able to deliver quality services, thereby achieving Customer Satisfaction, at all times.
Finance Officer / Accounts Payable Administrator
Maersk Crew Management Services Philippines Inc. Crewing Management
To perform accounting & clerical tasks related to the efficient maintenance

and processing of Accounts Payable transactions for Maersk Crew

Management Services Philippines Inc.

Act as Accounts Payable wherein the main responsibilities are to receive and verify supplier invoices, prepare batches of invoices for data entry in SAP and ensure correctness & timeliness of posting. Prepare and process manual checks and bank transfer, reconciliation of payments, prepare analysis of accounts and monitoring of accounts to ensure payments are up to date and to resolve invoice discrepancies. Monitor Vendor files (invoices, check vouchers, official receipts & BIR 2307),  correspond with vendors and respond to inquiries. Receive process checks from HSBC for releasing. Reconciliation of clearing accounts (cash clearing, vendor clearing, TEM cash advance, advance payment to vendor).
And as Petty Cash custodian/Travel Administrator, I am responsible for daily releasing of cash and posting in cash journal books in SAP. Ensure that daily cash count tally per cash journal book. Replenishment of petty cash fund and ensure that all cash advances released are liquidated on timely manner. Checking of travel related liquidation report of employees.

Administration Officer / Management Assistant
Maersk Filipinas Crewing Inc. 

Manning Agency 

To manage all administrative activities for Maersk Filipinas Crewing Inc. to support business requirements with cost efficiency and safe working environment and to establish and maintain administrative policies and to ensure adherence to Maersk Group Policy. To ensure that all Maersk Filipinas Crewing Inc. (MFCI) needs with regards to office hardware, office supplies etc. are planned and arranged promptly. Coordinates with the principals and employees and management on issues related to government regulation and policies and to assist on all travel related needs, i.e. Cash advances, travel arrangements and travel settlements. Responsible for the coordination of travel/accommodation arrangement of visitors and top management. Responsible for the coordination for the training plan of the new hires as well as the coordination with Maersk Employee Committee and HR for company events and taking down and distribution of minutes of meeting for management team. To consolidate various reports from different teams and for the submission of reports to various stakeholders. To assist the President with day-to-day tasks or other duties as assigned.
- APM Mail migration to OAS (Outlook as Service).

- Prof-IT and VOIP migration.
- Maintains the business unit website.
- Maintains and create reports for the appointment viewer system for the manning agency.

- Seafarer’s contract updates through MAPS.

- Payroll updates using Maersk Payroll System.
- SAP R/3 version updates.

- Course enrollment through Learning Management System

- Travel Expense Management Ambassador

- FACT/SAP




EDUCATIONAL ATTAINMENT
2003-2008


STI College




Bachelor of Science in Computer Science
1998-2002


Francisco P. Felix Mem. Nat’l. High School
TRAININGS/SEMINARS ATTENDED
	July 2013:


	Functional Guidance On Maritime Labor Convention 2006 and STCW Manila Amendments 2010 for Maritime Manning Companies


	March 2013:


	Modified Personal Survival Techniques

Modified Fire Prevention and Fire Fighting



	October 2010:


	Introduction to Process Excellence
Philippines


	October 2010:


	Basic Procurement Process




	May 2010:


	MS Excell Advance Training


	September 2008:


	Basic Life Support



	May 2008:


	Leadership Seminar



 SKILLS
	
	
	

	Proficient in SAP system
Trained in MAPS ver. 6.1

Fluent in English and Filipino

Computer Literate. Knowledgeable in MS Office. 

Can work with Mac and Windows environment


                                                                        

Basic skills in Visual Basic, HTML, Adobe Photoshop

Highly Trained in MS Excel formulas, graph and data reports
Ability to multi-task and perform a task in an organize manner.

	
	


