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CAREER OBJECTIVE

Seeking dynamic and progressive development environment where I can utilize my knowledge, skills and expertise and with an aim to continuously grow and learn new cutting edge technologies in a professional and technical environment

EDUCATIONAL QUALIFICATION

Bachelor of Science in Information Technology 2006

University of Perpetual Help Dalta System

TECHNICAL SKILLS

	· Microsoft Office Application
	· Lotus Notes

	· Networking
	· HTML

	· Servant Salamander 2.0
	· Ultra Edit

	· Basic Avaya PABX Software version 5.
	· XML

	· Novell
	· ERP



EMPLOYMENT HISTORY

· Organization

    California Clothing Company Inc. (Guess??? Inc.)

                                  San Pedro, Laguna

Position Held                 Warehouse and Logistic Assistant - May 2012 to January 2016

· Organization

    Quadcon (Data Conversion Service Provider)

                                  Calamba City, Laguna

Position Held                 Conversion Agent - June 2011 to January 2012

· Organization 
       
    Jae Saeng Phon Phils., Inc

                                  Calamba City, Laguna

Position Held                Operator - Oct 2009 to Mar 2011

· Organization 
     
    SPI Technologies




    Calamba City, Laguna

    Position Held                 Data Technician-Nov 2006 to June 2009

DUTIES / RESPONSIBILITES

· Checks documents for posting and updating of stocks on inventory system (ERP).
· Accommodates calls for proper scheduling (Stock delivery, pullout and Stock transfer).
· Manage efficient receipt, storage and dispatch of warehouse goods.
· Verifies services such as installation services for proper documentation, billings and collection.
· Coordinate with sales and merchandising team on ensuring appropriate stock levels on store and status of stocks delivered for store allocation.

· Coordinate with Import and Purchasing Department for Purchase Order, Purchase Request, Packing list / Invoice / Delivery Receipt for receiving of both local and foreign suppliers.
· Prepare shipping documents for picked by courier on provincial delivery and deals with internal delivery drivers.
· Ensure complete & correct pull out receiving based on Audit Inventory Report from store renovation and relocation
· Receiving of materials such as lighting, Electrical, plumbing and other construction materials.
·  Inventory Management (cycle count and annual inventory)
· People Management: Supervise and monitor staff on their daily task and implements policies and procedures

· Other related duties for office and admin works

SKILLS / ABILITIES

· Ability to provide service in quick and efficient manner
· Ability to work independently or as part of a team
· Ability to prioritize and cope with pressure
· Dedicated and highly ambitious to achieve personal as well as organizational goal
· Excellent level of computer literacy
PERSONAL DETAILS

· Date of Birth


:
January 20, 1986

· Nationality 


:
Filipino

· Gender



:
Female

· Marital Status


:
Single

· Languages Known
           
:
English, Tagalog (Speak & Write)

