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KRISTINE 
CAREER OBJECTIVE: To foster professional growth and have a long term stable career in a dynamic, progressive working environment; to fully utilize my various skills and experience acquired through years in schooling and work experience; to be part of a team of professionals who recognize and value strength of a character; to hold a position of great responsibility and challenge.

PROFESSIONAL EXPERIENCES:
Administrative Assistant
Cargo L.L.C (Dubai)
May 2012- Present

· Answering queries from different customers such as transportation of goods, billing related, turn-around time of deliveries, status of cargo and other information to ensure accurate business information is communicated

· Preparing reports and forms as required by the Manager and clients on order processing to ensure proper and efficient documentation has been established for each transactions

· Performing Accounts receivables duties such as Invoicing, discrepancies and reconciliations for each transactions

· Coordinate with customs compliance department and other Sky Freight Offices for timely clearances to ensure smooth operation and timely process.

· Monitor movement of shipment and status from time to time to ensure an accurate information can be carried out when asked by the customers.
· Performing task that maybe assigned from time to time

Customer Service Representative

Cargo (Qatar)
June 2010 -March 2012

· My Main task is to focus on customer related activities such as servicing and handling queries 

· Preparing Manifest report for Air and Sea Cargo 

· Preparing reports and forms as required by the Manager and clients on order processing to ensure proper and efficient documentation has been established for each transactions

· Monitor movement of shipment and status from time to time to ensure an accurate information can be carried out when asked by the customers.

· Performing task that maybe assigned from time to time

Import and Export Coordinator
Forwarding-Manila
March 2008 - April 2010
 

· Preparing Manifest report for Air and Sea Cargo 

· Preparing reports and forms as required by the Manager and clients on order processing to ensure proper and efficient documentation has been established for each transactions

· Monitor movement of shipment and status from time to time to ensure an accurate information can be carried out when asked by the customers.

· Performing task that maybe assigned from time to time

· Arranging Shipments and preparing approved orders

· Managing price information and release invoices to the concern department

· Preparing documents for every shipment transactions especially for importations

· Coordination of schedule in the warehouse to ensure space capacity and proper flow

· Managing the traffic department to ensure that spot export compliance is properly followed

· Responsible for the warehouse inventory

· Making Risk assessments reports for Export Compliance requirements


Assistant Teacher




 

Gabaldon Elementary School-Philippines
June 2007-February 2008



· Worked collaboratively with other teachers and professionals to create effective lessons that met the learning needs and abilities of all students.
· Taught general education students as well as individuals with learning challenges and special needs within a mainstreamed, inclusive classroom.
· Established positive relationships with students, parents, fellow teachers and school administrators/staff.
EDUCATIONAL BACKGROUND:     

Graphic Designing (Photoshop, AutoCAD and 3ds Max)

APTECH Computer Education
January 2015 - Present


Bachelor of Elementary Education

Major in Early Childhood Education
Marinduque State College-Philippines 

Year 2002 – 2006                                    



SKILLS & EXPERTISE:

· Logistics Experience in Qatar and U.A.E.

· Expertise in Microsoft Office Applications and designing
· Creatives for Logo, Flyers, Brochures and other Marketing collaterals

· Basic Air Cargo Forwarding Course (Top 1)- held in Manila, Philippines

Special Training with exams to compete with other competitor companies the concepts of air cargo forwarding operations, regulations, safety, finance and skills essential for effective performance. 
PERSONAL BACKGROUND
Date of Birth
: 
November 27, 1985 
Religion

:
Catholic

Visa Status
:
Residence visa
Marital Status
:
Single 
Hobby/Interest
:
Watching Movie, Boxing, Sketching/Drawing
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