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Professional Profile
A dedicated, results-oriented and highly motivated professional combining extensive in customer care and administration with particular knowledge of the logistics industry. Highly customer-focused and willing to go the extra mile to deliver excellent, and adopts a proactive, diligent and meticulous approach to all tasks. Possesses strong interpersonal and communication skills with the ability to build positive relationships colleagues and customers at all levels. Performs well as part of a team, while also able to work independently using own initiative. Superb organizational and time management qualities, and an accomplished multi-tasker who thrives in challenging working environments and is committed to continuous personal and professional development. 
Objective 
Now seeking a challenging new position making best use of existing skills and experience while enabling further progression through continuous professional development.  
Career Summary
	Jun 14 – Date 
	LOGISTICS EXECUTIVE 

	
	Anixter Middle East FZE, Dubai, UAE 


Freight P&L: 
· Responsible for processing orders and assignments using computerized systems 
· Cut waybill/bill of lading based on information in shipment booking 
· Finalizing waybill of lading (AWB Cutting module/HBL Cutting module of Freight Solutions)

· Printing final waybill/bill of lading (AWB Cutting module/HBL Cutting module of Freight Solutions) and securing approval from manager to authorize amendments on cutting the waybill/bill of lading as needed 
· Importing and exporting documentation with optimal accuracy and efficiency 
· Liaising clearly and articulately with other departments to ensure the smooth operation of the warehouse

· Answering queries and resolving issues from customers and sales colleagues 
· Acting as a center of communication and information both internally and externally

· Handling full logistics process from receipt to delivery, including order processing, preparing export documents such as Certificate of Origin, legalized documents (SASO) and others related to shipments 
· Maintaining in depth market knowledge and analysis to identify the most profitable freight route for Air1 and other products distributed through the Delivery One network 
· Developing and implementing innovative new strategies to penetrate the freight market and generate increased profitability 
Logistics Coordination: 
· Negotiating freight rates that in order to obtain the most competitive financial advantage 
· Scheduling, coordinating and managing LTL/TL freight pickups and deliveries from supplier base to customer locations nationwide 
· Tracking carrier performance on a regular basis 
· Identifying and resolving problems with carriers in a timely and efficient manner 
· Working with supplier base and customer locations to manage and reduce demurrage expense by eliminating inefficiencies and improving processes 
· Preparing and presenting comprehensive materials, including analytical reports and correspondence to management 
· Following up and following through with items to ensure problems are resolved and tasks are completed on time and in full 
· Prioritizing tasks on a daily basis to ensure most important tasks are completed resulting in optimal customer satisfaction 
· Organizing resources so that information can be accessed quickly when needed 
· Processing freight invoices using Brainware software 
Career Summary Continued 
	Apr 13 – May 14  
	ORDER PROCESSING REPRESENTATIVE / CUSTOMER SERVICE SPECIALIST 

	
	Ace Hardware International Middle East FZE, Dubai, UAE 


· Entering and retrieving data on the SAP/B1, and handling inventory transaction reports 
· Providing user support and finding practical solutions to system-based operational issues, ensuring smooth and timely problem resolution regarding order processing and inbounds from the RDC 
· Formulating and providing relevant operational reports from the system (SAP/B1) to facilitate effective decision making, and operational reports pertaining to lead time of orders from end to end, fill rate per order, and OOC value against opportunity missed 
· Tracking and confirming orders received by the regional RDC and processing on systems such as ACE Link and associated systems 
· Providing system support with regards to movement of stocks between sound, damage and rework location on the advice of LSP and/or the Logistics and Inventory Control Asst. Manager 
· Controlling and monitoring the automated EDI function for both inbounds and outbound at the RDC 
· Monitoring and controlling pick and pack volumes, and advising retailers accordingly in order to optimize volume capacities 
· Providing an interface for all queries regarding order processing and systems and coordinating between retailers, the LSP and ACE Regional and Global Teams for the preparation of invoices 
· Assisting retailers with all queries regarding ACE Link and associated systems for placing and tracking orders, and resolving retailer queries and requests in a timely manner 
· Preparing various weekly and monthly reports as requested by the management 

	Jul 08 – Apr 13 
	CUSTOMER CARE & RETENTION ADVISOR 

	
	DHL Express Worldwide, Dubai, UAE 


· Providing a high level of customer service taking into account the consideration that all DHL customers have an express requirement and are looking for instant and immediate action 
· Following customer service procedures as outlined in company manual to comply with the ISO procedures and safe working practices 
· Tracking and tracing customer shipments and advising customers on their status 
· Liaising effectively with sales staff and ensuring services are provided in alignment with customer expectations and requirements 
· Reporting, evaluating and investigating recurring operational problems highlighted through traces and subsequently directing the information accordingly for corrective to be taken 
· Ensuring all traces are actioned in accordance with Network Standards so that we comply with service levels given to customers 
· Maintaining a comprehensive knowledge of all departments, the company, network, products and services in order to provide customers with accurate information on pricing, transit times, clearance delays, custom paperwork requirements, packing, accounting and sales queries 
· Highlighting opportunities for improvements and suggesting solutions to improve DHL’s procedures, technology and services to provide a continuous and universally high level of service to all customers 
· Working effectively individually and as part of a team to achieve both individual and departmental goals, and consistently striving to promote a positive team spirit 
Education and Qualifications
	2001 
	BA in Public Administration 
Batangas State University, Philippines 


Professional Development 
	· Basic First Aid (DCAS) Course
	· Anti-Bribery Doing Business Fairly 

	· Certified International Specialist (CIS 1&2) 
	· Guaranteed Effective Hiring Techniques 

	· Fire Safety 
	· Symposium on Public Administration 


Other Details
	I.T. Skills: 
	Proficient in Microsoft Office including Word, Excel, PowerPoint and Outlook 
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