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Gist of Career: An employee focused on administrative jobs with responsibilities that are aligned in my educational background as Customs Administration. Exposed in various administrative functions including but are not limited to cross trade shipments, import-export documentation, and business correspondence. Profile supported with recent accomplishment on HR administration course and currently enrolled with SAP SD Module course that are highly applicable in all business organizations.   

CORE COMPETENCIES:

 

SOFTWARE APPLICATIONS:



· Shipping Documentation
· Business Correspondence

· Logistics Support

· INCOTERMS
· Sales & Distribution
· Records Management
· Data Administration
· Negotiation Skills
· Planning and coordination
· Data Gathering / Research
· Interpersonal Skills
       •
       Problem Solving
· Tally-ERP 
· Focus7
· Ms- One Note
· Microsoft Applications
· Ms -Excel
· Outlook
· Ms-Word
· Ms- Power point
I. 
CAREER HISTORY
Position: 

   Import / Export Document Coordinator 
Department:
Import and Export Department Status:
Regular
Period:
November 11, 2011 to the present
Essential Duties and Job Functions:
-Liaise with shipping lines in coordination with freight contracts, future bookings of shipments and vessel routing schedules.

-Liaise with the purchasing department for total shipment volume and orders from various suppliers.
-Coordinate with Supplier / Purchasing team for shipment’s mode of payment – CAD, DP or Letter of credit.
-Lodgments of confirmed Proforma or Sales contracts in ERP - software.
-Liaises with exporters and performs efficient documentation, verification, transmittal of documents in coordination with importers.
-Lodgment of request for shipments under (PSI) Pre-shipments inspection requiring Clean Report Findings from Inspection Companies (SGS, Cotecna et al.)
-Execute CNCA application to authorized CNCA agents – for West Africa shipments only.

-Ensures completion of transport documents such Bills of Lading, Packing list, Commercial invoice, Certificate of origin, and other shipping documents.
- Efficient file management system to ensure timely submission of shipping documents’ hard copies to accounts department.
-Provides weekly reports of pending dispatch documents and in transit shipments with updated ETA dates.
-Coordinates with the shipping lines and executes the process for export procedures.     
 -Performs orderly export documentation required for Ro-Ro or Jebel Ali shipments.
-Computes customs duties and freight charges for individual shipments.
-Access power point, Microsoft one note for report, presentations and data entry presentations.
-Responsible for organizing, booking, planning of CEO’s personal accounts.
-Maintains rapport with customers, managers and shipping agents for business transactions.
-Performs research and data gathering for new services and methods on document procedures.
-Resolving problem situations mainly shipment status, supplier or shipping lines’ negligent acts for rolled-off containers.
-Lodge letters of acknowledgment, authorization, complaint letter, letter or any form of business correspondence.
-Disseminates information relating to business operations.
-Coordinate with West Africa Team relating to customs new promulgated laws and procedures.
    Position:
Data Coordinator
Company:
OUTREACH ADVERTISING DUBAI
Department:
Advertising Department

Status:
Part-Time
Period:
August – October -2011

Essential Duties and Job Functions:
 - Delivered summary of reports of all accredited companies under DAFZA.
 - Assisted inputs and summarized each company to outreach software base on their business categorical order.
   - Alphabetical storage and filling hard copies of Client / Customer form

   - Performed daily phone verifications to deliver reports of updated client information –existing/non-existing
Position:
Documentation Assistant
Company:
CONLU CUSTOMS BROKERAGE & CARGO HANDLING SERVICES
Department:
Import – Export Department Status:
Regular
Period:
January 1, 2010 - April 30, 2011
Essential Duties and Job Functions:
· Prepared weekly detailed reports through Microsoft applications
· Prepared accurate summary of liquidation for fund transfers.
· Verified and control of issued official receipt’s consistency based on the original soft copy files.

· Attended seminars on topics specializing memorandums and procedures related to the brokerage and customs services.
· Conducted timely updates and discussions to superiors and service team.
· Performed electronic file management and document control.
· Lodgment of entries via OLRS (Online Registration System).
· Coordinated properly with agents to facilitate client or importer registration.
· Notified importers on the methods of payments by sending assessment notice through fax or emails.
· Classified products based on the AHTN – Asean Harmonized Tariff Nomenclature.
Position: 
Customer  Service Assistant- (CSA)
Company: 
MANDURRIAO STAR INCORP. (MSI-Iloilo) 
Department: 
Customer Service Department 
Status: 
Probationary
Period:
November 3, 2009 - December 28, 2009
 Essential Duties and Job Functions:
-Performed prompt cashiering tasks. Bills payments - (real property, insurance, utilities and credit card).
  -Developed efficient customer service –persuaded customers to patronize retail product and services.
-Maintains monthly projected income of the company.

-Accurate inventory of stocks and prepared cashier’s report for financial assessment.
-Prepared consistent day to day automated summary of funds for revenue collection.

-Identified customer feedback, complaints and evaluated to enhance customer satisfaction.
II. Personal Information:
Seminars Attended:

Focus ERP –Basic orientation
Implementation on guided tools for improving financial plans, Generate accurate inventory reports, and
Customized purchase invoices ZARA GENERAL TRADING FZCO

E2M – Electronic to Mobile Implementation of Tran-shipment Lodgment of Import Entries. Bureau of Customs, Port of Iloilo

September 2010
 Short Course:

HR & ADMINISTRATION 


 

Sites Power Institute Dubai- Filipino Institute



March –April 2016




SAP-(Sales & Distribution) Module 



Sites Power Institute Dubai- Filipino Institute



June- July 2016 (on going)
Affiliations:


Customs Administration Students Society (CASS) 


Deputy Commissioner- Internal Administration Group 2008-2009

                                                        

John B. Lacson Foundation Maritime University
On-The-Job Training:

Office Assistant (Concession unit)

Civil Aviation Authority of the Philippines (CAAP) Iloilo Airport, Cabatuan, Iloilo City

July 9, 2009-November 9, 2009
College Education:

John B. Lacson Foundation Maritime University

Bachelor of Science in Customs Administration
M.H del Pilar St. Molo, Iloilo City 

S.Y 2005-2009
  Age:
Birth Date: Citizenship: Civil Status:                          
Visa Status:

 Joining Date:



              27 years old

            September 24, 1988                
            Filipino
   Single
             Employment Visa –Transferrable
               One Month – can be discussed
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