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Key Skills

Has more than 10 years experience in Import and Export, Air and Land Shipping.

      (9+ in the Philippines and less than a year in UAE)

With basic programming knowledge in Visual Basic, Database and C-language

Computer literacy in MS office programs (Word, Excel and PowerPoint)

Fast learner in handling company system (ERIC SYSTEM, SAP and BAAN)

Pro-active attitude to work
Excellent communication skills and able to work as part of a team or individually

Work Experiences
January 04, 2015 – October 30, 2015

Translogistica International Freight Inc.

Ermita, Manila, Philippines
Brokerage Manager
· Submitted electronic manifests and Bills of Lading through the  VASP or data provider like E-Trade and E-Konek. 
· Lodgement of Import entry thru the Value Added Service Providers (VASPs) like E-trade and E-konek 
· Prepared and segregate the necessary documentation needed in releasing of shipments /cargoes to the Bureau of Customs,
· Represented the releasing of cargo, arrange truck booking, scheduling of the Bureau of Customs clearances 

· Responsible for the payment to shipping lines, airlines, carriers for freight forwarding charges
· Launched cash advances and payment request, liquidated own cash advances within the prescribed period of the company policy
· Maintained reports, either weekly, monthly as maybe required by the client
May 02, 2012 – September 15, 2014
D’Luxe Bags Philippines Inc.

Concepcion, Tarlac, Philippines
Import Export Officer
· Monitored incoming shipments and follow-up pre-alert from origin forwarders 
· Coordinated with broker for the arrival of shipment, update on custom clearances and released
· Consolidated shipments pick-up to Manila and coordinates with truckers for the schedule of the deliveries
· Assisted in checking billings of released shipments
· Prepared application form of all upcoming product styles and raw materials needed for registration to Dep’t of Science and Technology

· Monitored all registration that will expire under Bureau of Customs (BOC) and process renewal such as CPRS, CBW renewal, Bonds, etc.
· Maintained good relationship with the Bureau of Customs, Department of Finance and other government agencies
February 26, 2008 – April 30, 2012

Crown Worldwide Movers 

Paranaque City, Philippines
Inbound Move Manager
· Responsible for customer and agent inquiries regarding custom clearances process in Manila

· Coordinated with worldwide agent and customers for all incoming shipments

· Monitored the shipment schedule and booking to update the customer

· Followed up to the shipping line and airline the arrival date and custom clearance 

· Coordinated with operation department for the schedule of the delivery

· Arranged couriers for all the invoices to the agents

· Prepared job cost, invoices, debit note once shipment delivered

August 08, 2007-December 31, 2007

Traveller Limited/Chalhoub Group

P.O. Box 17765 Jebel Ali Freezone, 

Dubai. U.A.E

Customer Service

· Entered order acknowledgement in BAAN system based on the P.O. received from the airline customers 
· Monitored invoicing to achieve monthly sales quota

· Coordinated with the traffic export department for the shipments flight details

· Updated the customers for their orders status and shipment delivery
· Followed up the Purchasers for the incoming orders and schedules
· Arranged to courier all the credit notes that has been raised for every customers

December 11, 2006-May 15, 2007
SNNTA/Liberty Logistics L.L.C
P.O. Box 17348 Jebel Ali Freezone, 
Dubai. U.A.E

Customer Service Agent

· Handled customer enquiries, resolve customer concerns and maintain customer satisfaction.

· Prepared quotation for customers/agents enquiries

· L/C Documentation

· Prepared shipments bookings to the shipping lines and airlines

· Updated the incoming and outgoing shipments to customers

· Responsible for telemarketing and arrange meeting for the sales.

· Monitored and co-ordinated local shipments and trans-shipments
December 03, 2003-November 28, 2005

Coretronic

Hsinchu Industrial Park, Taiwan R.OC
Production Staff
· Incharge in Backlight assembly targeting the quota as operator
· Checked and do sampling test to all finished PCB ready for shipment as Quality Inspector
· Prepared productivity report for the good and reject products.

August 11, 2002 – December 02, 2003
PSi Technologies, Inc.

FTI, Taguig, City Phils.

Traffic-Export Clerk

(Advance Shipment Notification Clerk)

· Coordinated with forwarder on pick-up and airline booking of anticipated shipment.

· Secured flight information and confirm shipment loading.

· Update SAP (System Application Program) of the flight information and generates shipping alerts per invoice.

· Reviewed contents of shipping alerts against invoices, packing lists and master list and make adjustments when necessary.

· Sent shipping alerts thru email to each customer and ensures it is addressed to the right contact persons.

· Generated EDI (Electronic Data Interchange) file shipping alert and send thru FTP and ensures it is within the required lead-time.

· Coordinated with PPC (Production Planning & Control) on scheduled shipment regarding completion of lots as basis to arrange airline booking and pick-up.

· Maintained records of daily shipments to monitor if ASN is accomplished and sent. Coordinated with forwarder on issues with regard to shipments.

· Performed other duties that maybe assigned. (Filing/faxing/prepares business correspondence/reports & presentations)
June 15, 2001 – August 11, 2002

PSi Technologies, Inc. (under Tri-Q Agency)
FTI, Taguig, City Phils

Warehouse Clerk
· Received and check all local materials needed in production.

· Transacted receiving report of local materials.

· Prepared reports of daily incoming materials, weekly and monthly inventory, material inspection, daily gate pass and daily issuance of spare parts.

· Coordinates the entire supplier regarding deliveries.
· Responsible for preparation of gate pass.

· Issued materials needed in the production
Educational Attainment

1997-2001
ADAMSON UNIVERSITY, Manila, Phils.

· Bachelor of Science in Computer Science

Course/Seminars/Conference Attended

· Fire Safety Seminars and Drills, Concepcion, Tarlac on June 19, 2013

· Managing Difficult and Demanding Customers, The Heritage Hotel, Manila on July 20, 2010

· Business Communications Training, ViaLingua Inc, Makati City on March 25, 2010

· Letter of Credit/Warehousing/Import-Export Training course in Supreme Computer, Deira, Dubai U.A.E on March-April 2007

· Effective Telephone Skills in FTI, Taguig, on October 01, 2001
· Summer Leadership Training Seminar by Comm. Cesar Chavez of National Youth Commission at Ciudad Christia Resort, Tanay, Rizal 9-11 February 1997

· Discovering TCP-IP and E-Business on 05 August 2000 at  Speech lab, Adamson University

· Personal Information

Date of Birth              :  February 28, 1981

Civil Status                 :  Married

Languages 
       :  Filipino, English and Basic Chinese Mandarin
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