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	· Date of Birth

· 14 August 1977
· Gender

· Male
· Nationality

· Filipino
· Marital Status

· Married

· Education

· High School Diploma
· Linguistic Proficiency

· English, Tagalog
· Honors and Awards:

· Bronze Bravo Award November 2014

· Bronze Bravo Award July 2014

· Five Years Service Loyalty Award 2014


	Customer Service Officer      March 2009 Till Date  
· Working with all suppliers on providing accurate and on time delivery schedules for all orders. Providing the customer service team with regular updates as required.
· Supervising vendors for outsourced services such as          transport, freight and warehouse.  Offering integrated end to end supply chain services to clients. Ocean-air-land transportation, warehousing, customs processing, stock management, value added services and ERP solutions.
· Order Processing ,Invoicing, debit /credit notes  in oracle
· Prepares LC’s  documentation.
· Responsible for analyzing to ensure in compliance in line with targets, sales / purchase orders

· Processing for Distributors located in the Middle East / Africa, and adherence of delivery schedules.

· Assist the Customer Service Manager in planning, developing and implementing Best Business

· Practices for the Logistics operations and ensure adherence to Company’s Policies and processes.

· Coordinating and communicating the delivery dates to customers within the time frame of the order process.

· Ensure Packing Lists are provided to customs on time, coordinate with factories/ Customer Freight Forwarders to organize movement of goods.

· Organize documents as per Letter of Credit of customers.

· Ensure Embargo Approvals are obtained in case of embargoed countries.

· Maintain highest level of customer satisfaction by maintaining effective communication.

· Perform order compliance and monitoring of various KPI’s related to customer satisfaction.

· Coordinating with customers /Suppliers and forwarders

· Interacting with various departments within the organization

· Handling RMA (faulty goods to be returned )

· Supervising Sub ordinates on day to day activities 





 UAE         January 2007 – February 2009

Warehouse Assistant / Logistics Co-Ordinator
· Executing Purchases, preparing PURCHASE ORDERS to the suppliers with correct quantity, price, product description, terms of payment, time of delivery etc   
· Follow up with suppliers and local purchase orders and ensure prompt and correct delivery and compile data from vendor invoices to verify accuracy of billing data and receipt of items recorded

· Preparing documents for import / export shipments – Packing List,  Shipping Invoice, Chamber of Commerce Certificate, Shipping Instructions, Shipping Labels etc. 
· Co-ordinating with clearing agents for incoming shipments

· To receive / invoice & transfer stocks in the system

· Preparing Claim Reports on any damaged or short received cargo or any other                                     discrepancies and reporting to the Manager.
· Preparing Order Confirmation after receiving
 the purchase order

· Preparing the picking list after receiving the Order Confirmation based on the availability of items and considering the back orders.

· Preparing the packing list registering the packed goods in the system and invoicing them and making it ready for dispatch.
· Unpacking the goods received by air/ container load and sorting them.

· Shelving the sorted goods in their respective locations   

· Picking the parts as per the 'picking list' by distributor wise and packing them in pallets.

· Calculating the volume of goods and making necessary arrangements while ordering containers / pick-ups.

· Maintaining the warehouse equipments and purchase of tools to ensure smooth flow of work

· Manpower planning for DB assembly and product marking

· Inspection of quality of products

· Measuring the accuracy and speed of work 

· Monitoring / Maintaining KPI records of job status (Incoming / Dispatch)

· Maintaining Discrepancy reports of incoming shipments and preparing Debit / Credit notes  

· Forecasting expected workload volumes

· Prioritizing responsibilities and meeting deadlines. 

· Space management
The Grooming Company, UAE             December 2005 – December 2006

Procurement Assistant
●    Placing orders to our suppliers in monthly basis.

· Monitoring the lead time of goods by air and sea shipment

· Monitoring inventory in each branch

· Receiving  and checking of incoming shipment

· Picking and packing of new orders

· Updating stock inventory in a daily basis in excel sheet.

BJ Services, (International Chemical  Specialties FZE) 

         UAE                                    March 2005 – November 2005
Logistic Coordinator/Warehouse assistant.
●    Updating Status Report & District

· Prepares documentation for export & imports shipments air/sea & road
· Consolidation of materials as per project demand like Azerbaijan & Kazakhistan.
· Prepares LC’s  documentation.

· Monitors inventory and placing orders to our local & Intl suppliers.
· Check condition of Trucks & Heavy Equipment before shipping.
· Preparation of Proforma invoices and order confirmation

· Prepares NDGR for all incoming and outgoing chemical products.
UAE                  November 2003 – February 2005
Logistic Coordinator / Order Processor
●    Preparation of Proforma invoices and order confirmation.

· Attend to business correspondence relating to customer order. 

· Log firm orders. File related documents on a per order basis.

· Prepare picking list and picking sequence for warehouse.

· Finalize commercial shipping documents as per Jebel Ali customs requirement.  

· Coordinates with Freight Forwarders (quotation)  and arranges mode of transportation (air, sea, land) for import/export in a most economical and feasible means.

· Prepares LC’s documentation.

· Checking of forwarder’s invoice and import bill of entry for duties paid.(Debit Note)

· Monitors inventory and place orders to our 10 foreign suppliers.(Accpac )

· Monitoring production and shipping  leadtime.

· Arranging urgent shipments from sea to air .

· Consolidation of all original documents.(Invoice,Packing list,BL/AWB for clearing of import shipments.
Hager, UAE                  November 1998 – November 2003

Warehouse Assistant
 
●   Unloading of 20/40 feet incoming containers. 

●   Sorting of items and kept in their locations.

●   Space and location  control of the warehouse.


●   Coordinating with the logistic coordinator for any special delivery procedure.

●   Picking and packing of customer orders. 

ADONIS Cargo, UAE                                                                   August 1998 – October 1998
Export Clerk
 
●   Unloading of 20/40 feet incoming containers. 

●   Sorting of items and kept in their locations.

●   Space and location  control of the warehouse.


●   Coordinating with the logistic coordinator for any special delivery procedure.

●   Picking and packing of customer orders. 

Travel Market, UAE                                                                     January 1997 – August 1998

Stock Controller

●    Validating and issuing blank tickets to Ticketing staff.

      ●    Re-ordering of blank tickets from suppliers.

      ●    Reconciliation of stocks every month.
	Professional Qualification:
· SAP Training

· ACS_Order Management Overview

· ACS_Material Master Overview

· ACS_Sourcing Overview

· ACS__XX_SAP Basic Navigation for Portal

· ACS_0027_XX_SAP Navigation for ECC 6.0

· Compliance with Commercial Export Controls – EAR

· Preventing Workplace Harassment

· Workplace Harassment International Version

· 5 Why Incident Investigation

· U.S. Foreign Corrupt Practices Act, Anti-Bribery and Risks

· Code of Business Conduct 2011

· FCPA U.K. Bribery Act, and Export Controls

· Code of Business Conduct 2011

· Six Sigma Fundamentals 

· Honeywell User Experience Awareness (HUE)

· Careful Communications and Effective Document Management

· HLSS LSW HOS Refreshner

· Introduction to the Honeywell Brand and Brand Standards

· ACS_Customer Master Display Functionality

· ACS_Logistics Overview
· Anticorruption – policy 2066

· Honeywell Code of business conduct

· Basic Technical / Product Training

· Anti money laundering Training

· E-learning- Group Information Risk Awareness Training 

· E-learning- Information Security Risk and Privacy/ Data Protection Awareness Training
· High competence in standard MS Office applications including: Word, Excel, PowerPoint  

· ERP experience, Oracle preferred

· In House training for Essentials For Supervision  conducted by Honeywell

· In-company training for customer service conducted by Spearhead Training 

· Email Etiquettes 
· Certified in Advanced Excel
· ACCPAC Training

· SAGE Training

· Oracle Training

· SCALA Training

First Name of Application CV No: 1670442
Whatsapp Mobile: +971504753686 

[image: image2.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!







PAGE  
1

