
Career Objective

To get a professional & personal grow up inside of a company where I can share and apply my knowledge, abilities & expectation, focusing on the vision and mission of each company.

I am responsible, honest, orderly, punctual, I have knowledge of excel, word, power point. With willingness to work, creating a good working environment, abides by the rules easily. I’m always ready to learn and achieve my goals at the personal and professional.

Work Experiences
· DHL Global Forwarding

Process Associate – 03 February 2014 to 22 April 2016
Scope of Works:

Net Promoters Approach Team (NPA)

Calling customers of DHL Global Forwarding regarding the services they have had received. 

Asking opinion and feedback of customers based on the services of DGF
Ensure to meet the target of successful calls or contacted customers. 
Master Data Management Team (MDM)

Updating Rates of Customers thru SAP
Managing contract and other data’s for update requested by Business Partners. 
· Philippines Inc.

Sales Associate – 08 July 2013 to 15 January 2014
Scope of Works:
Assist Sales Executive in all marketing related works.
Preparation of Rates and Contract of Agreement of the company.
Accepting bookings from clients in accordance to Company’s truck allocation 

including ETD and ETA of Shipping Lines and Airlines.
Monitoring of cargoes from pick-up all the way to the delivery.
Real-time coordination of cargo status from Branch to Client

Regular Client representation and consultancy on the services we provide. 

· SLogistics Inc.


Inventory Analyst, Branch Officer In-Charge & Customer Service Representative 

11 December 2009 to 29 June 2013

Scope of Works:
Updating clients on ETD and ETA of Shipping Lines and Airlines. 
Accepting bookings from clients in accordance to Company’s truck allocation. 

Cargo Monitoring according to Clients SOP and format of reporting. 
Encoding/Booking Stocks Ordered for Delivery

Real-time coordination of cargo status from Branch to Client

Sending of cargo status report on a daily basis, depending on the request of Clients. 

Officer-In- Charge for Daily Inventory Report
Lead of Reconciliation of Variances every month end.
Preparation of Warehouse Inventory monthly.
· Secretary- M2K Construction and Trading Corporation

05 August 2008- 10 December 2009
Scope of Works:
Accounting (Budget/Cash Flow; Payroll)
Marketing (Company Profile) preparation
Human Resources Development roles.
Purchasing/ canvassing of construction materials.
· Administrative Head- OCB + ASSOCIATES ARCHITECTS

21 December 2006- 02 August 2008
Scope of Works:
Accounting and Finance Supervisory
Marketing (Company Profile & Proposals)
Human Resources Development, 
Handling 201 files and interviews 

Educational Background
          

 Montessori Professional College 2005 - Quezon City, Philippines
Course: Diploma of Science in Office Management 

Qualification Skills
    
Good Communication Skill

          
Computer Literate; Microsoft Office: Word/Excel/Powerpoint/Outlook 

Knowledgeable in Photoshop, and Corel Draw

Payroll System

Inventory Monitoring System

Knowledgeable in SAP system  

Knowledgeable in ERP NAV system  

          
Knowledgeable in Internet or Uploading

          
Ability to type 60 words per minute



 
Personality 
          
Hardworking person, Friendly, Jolly to be with and God fearing type of person.
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