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MARIA 
PROFESSIONAL EXPERIENCE
Abu Dhabi, UAE

January 2016 to Present
Operations Manager
· Assist in the initial setting up of the company.
· Assist in the business development and marketing duties.

· Oversee cargo, provision, vessel and crew related activities.

· Review Charter Party agreement.

· Review and ensure compliance of vessel and crew to client’s operational requirement.
· Coordinate, manage and monitor the work of various department.

· Review financial statements and data. Utilize financial data to improve profitability. Prepare and control operational budgets. Control inventory. Plan effective strategies for the financial well-being of the company.

· Improve processes and policies in support of organizational goals. Formulate and implement departmental and organizational policies and procedures to maximize output. Monitor adherence to rules, regulations and procedures.

· Plan the use of human resources. Organize recruitment and placement of required staff. Establish organizational structures. Delegate tasks and accountabilities. Establish work schedules. Supervise staff. Monitor and evaluate performance.

· Coordinate and monitor the work of various departments involved in production, warehousing, pricing and distribution of goods. Monitor performance and implement improvements. Ensure quality of products. Manage quality and quantity of employee productivity. Manage maintenance of equipment and machinery. Provide technical support where necessary.

· Monitor, manage and improve the efficiency of support services such as IT, HR, Accounts and Finance. Facilitate coordination and communication between support functions.

· Manage customer support. Plan and support sales and marketing activities.

· Liaison with top management. Assist in the development of strategic plans for operational activity. Implement and manage operational plans.

MICLYN EXPRESS OFFSHORE

Sharjah, UAE

October 2014 to December 2015
Crewing Executive

· Manage smooth logistical arrangements for incoming and outgoing crew – crew change.
· Identifies crewing recruitment requirements to ensure vessels are properly manned either as per minimum safe manning or as per client’s operational requirement.

· Coordinate directly with Operations and HR for personnel, Government and logistics matters, medical claims, repatriation of crew, etc.
· Establish communication with crew (direct hire) for the travel schedule.

· Liaise with travel agents for mobilization or demobilization of crew.

· Prepare and maintain crew lists, crew rotation plan and reports for review by Crewing Manager.
· Ensure proper coordination of travel for non-off signing officers & crews in liaison with the Crewing Manager, the Masters and Port Agents

· Monitor and ensure crew documents such as passports, seaman’s book, STCW 95 certificates, medical, trainings (ADMA / ZADCO Requirements) are up to date prior to mobilization. 

· Coordinate with manning agency or crew with regards to renewals or revalidation of certificates.

· Verification of crew qualification/documentations, handling Visas & Flag state certificates

· Assisting in preparation of budgets

· Monitoring of vacation plans, crew P&I and medical claim documentation

· Liaising with agents, owners, port authorities when required securing relations with all stakeholders

· Monitoring of crew agencies performance.
· Ensure timely response in crew related issues.

· Coordinate with agents for embarkation and disembarkation arrangements.

· Assist / apply for visa, seaman’s card, CNIA, security clearance, gate pass, ADMA & ZADCO applications.

· Support and assist the Crewing Manager in the management of crew staff and compliance to regulatory requirements governing Company's vessels

· Check and verify crew qualifications/documentation prior to joining

· Create, update and archive crew personal files and records in POSEIDON

· Co-ordinate and effect crew change for Company's vessels

· Plan and monitor deployment of crew staff

· Monitor, collate and compile PNI cost and/or medical claim documentation

· Handling visas and ensuring legislation of crew certification are adhered

· Handling of flag state requirements

PANALPINA WORLD TRANSPORT (DUBAI) DWC – LLC

Jebel Ali, UAE

May 2013 to October 2014

Ocean Freight Export Supervisor
· Supervise staff & processes within Ocean freight export department.

· Ensures seamless service delivery.

· Monitors and manages continual improvement indata quality levels on systems such as FOS, Pantrace.

· Manages employee vacation/compensatory/personal time-off requests in liaison with Head of Ocean Freight to ensure a consistent service level with minimal operational disruption.

· Follows-up on quotations to local sales/O&G desks to capitalize on all opportunities and reports this back to Head of Ocean Freight on a won/lost biz methodology.
· Negotiate and procure cost-effective rates with service providers to ensure maximum profitability.
· Supervises the accuracy and timeliness of the billing/invoicing function.

· Facilitates communication between Customer Service and Operations and ensure timely and proactive update on all required milestones.

· Deputizes for Country Head of Ocean Freight in his absence.
Plan the transport optimizing shipment routes, handling and storage of goods in a cost-effective and time efficient manner.

· Ensure compliance with shipping regulations both in exporting and importing countries.

· Maintain SOP (standard operating procedures) and customer profiles including key contacts, special requirements, contract rates and preferred routings/services/carriers. 
· Prepare and submit monthly report.

· Plan, assign and supervise daily work assignments making sure the team work well together.

· Resolve issues respective to meeting client requirements, general customer service inquiries related to tracking & Tracing. 

Country Applications Consultant

· Overall management of APCO (Applications Consultant) activity for UAE including full support of ERP & FOS applications and proper roll out of new applications.
· Deliver on a challenging people agenda with key areas of focus to include timely resolution of internal customer’s queries related to respective applications.
· Understands and ensures adherence to company’s quality policies, standards and guidelines according to ISO 9001, ISO 14001 and ISO 18001.
· Responsible for quality control ensuring compliance to company’s processes and procedure in order to achieve KPI through in depth knowledge of freight forwarding, logistics and supply chain management.
· Identify gaps between systems and actual processes covering Air / Ocean Freight, Projects and Logistics.
· Directly reports to Country Managing Director.
· Prepares monthly operational KPI reports.
DREDGING INTERNATIONAL – MIDDLE EAST DREDGING COMPANY JV 

2 Artificial Energy Islands - Satah Al Razboot for ADMA/OPCO ADNOC Project No. 6021
Abu Dhabi, UAE

April 2011 to May 2013
Operations Coordinator
· Assisting the Logistics Manager in various tasks.

· Managing all day to day operations for the import/export, provisions, bunkering, garbage/sewage/sludge removals, passenger’s transportation via crew boat, loading/offloading of vessels, crewing, land transportation, equipment booking/leasing.
· Supervise Logistics personnel required to support the project activities. 

· Implement logistics processes required to support ongoing project activities. 

· Checking and approving the invoices of local and international transportation, freight forwarding, and customs clearance services before final approval of department manager. 

· Maintain complete records in a proper manner for audit trail and control purposes. 

· Monitor performance of haulers, freight forwarders and customs clearance agents closely to ensure cost effective and timely acquisition of materials and equipment for operations. 

· Plan the assignment of work for the most efficient use of personnel and resources. 

· Prepares vessels sailing schedule. 

· Supervise, track and expedite import and export shipments.

· Supervise shipment deliveries, receipt of materials and inventories onshore and offshore (Zirku Island / SARB Islands).

· Ensure transport arrangements for equipment / cargo as per the onshore / offshore requirement.

· Arrange for landing craft, supply vessel, jetty and cargo bookings.

· Prepare stowage plan for landing crafts and supply vessel, coordinate with riggers, drivers, lifting operators, HSE and supervise loading operations. 
· Ensure that all vessel clearances & port calls are prearranged and necessary clearances and permits are in place for Standby/Mooring/Shelter/Repairs etc. whichever is required.

· Supervise in logistical activities relating to the provision of food, MGO, FW, ship spares and other materials.

· Follow up crew documentation requirements and readiness of relievers for proper crew planning to ensure and to meet vessel’s safe manning standards.

· Supervise passengers’ sea-transport requirements and ensure that procedure for safe embarkation and disembarkation are followed.

· Coordinate and ensure that marine vessel movements and operations are arranged in a timely manner.
· Calculate voyage, manage contracts and update vessel schedule.
Import & Export Coordinator

· Manages incoming and outgoing materials and works with vendors to track shipments and update end user about scheduled delivery dates.

· Perform shipping and receiving transactions and issue shipping and receiving documents.
· Maintain a log of freight costs, equipment and material cost sheet while auditing invoices and freight bills.

· Responsible for sourcing appropriate transport and equipment for load. Plans routes and schedule safe deliveries of materials.

· Keep record and control legal shipping documents in shared drive (proof of deliveries, customs documents, invoice, packing list, certificate of origin).

· Manage operational aspects and relationships with third party Logistics providers.

· Interact, establish and maintain a good working relationship with suppliers, sub-contractors, freight forwarding agents, transporters, shipping lines, airlines, Customs Authorities and other offices as required.

· Ensure proactive delivery control of material and services for projects meet targeted time schedules, and provide clear visibility of the actual status of project material at all times and ensure proper distribution to allocated stores.

· Keep record of vessel’s crews, schedule and monitor crew change.

GULF PIPING COMPANY WLL - IMCC GROUP
Rig 1: Queiroz Galvão Óleo e Gás “Lone Star”

Rig 2: Odebrect “Norbe IV”

Rig 3: Delba III

Jack up Production Platform “Deep Panuke” 

Abu Dhabi, UAE
November 2009 to April 2011

Traffic Coordinator

· Perform shipping and receiving transactions and issue shipping and receiving documents (Packing Lists, Material Requisitions and Material Returns) associated with all project storage sites. 

· Maintain a log of freight costs, while auditing invoices and freight bills.

· Monitors, updates and maintain materials shipment status (SAP and Excel).
· Keep record and control legal shipping documents in shared drive (proof of deliveries, customs documents, invoice, packing list, certificate of origin).

· Manage operational aspects and relationships with third party Logistics providers.

· Interact, establish and maintain a good working relationship with suppliers, sub-contractors, in-house departments (project and engineering, planning, accounts), freight forwarding agents, transporters, shipping lines, airlines, Customs Authorities and other offices as required.

· Perform data analysis and provide reports. 

· Executes and implements instruction assigned by Procurement Manager from time to time.

· Ensure proactive delivery control of material and services for projects meet targeted time schedules, and provide clear visibility of the actual status of project material at all times and ensure proper distribution to allocated stores.

CONCORDE EXPRESS CARGO - UAE

March 2008   to November 2009 
Customer Service Representative 
· Negotiate freight rates with the direct exporters and buyers which nominate the use of the company for their exports from the UAE to various destinations in U.S.A., EUROPE, ASIA and MIDDLE EAST.  

· Direct coordination with the Operations Department with regards to vessel discharge and cargo acceptance. 

· Disseminate pertinent correspondence of details with regards to vessel arrival, closing time & vessel departure at the port to clients as scheduled. 

· Coordinates proper documents such as final pro-forma invoices, bills of ladings, import advises and import manifests to documentation. 

· Assessed and assisted customer needs, provided booking support and followed through on booking to ensure timely delivery.  

· Set up customer telephone support, interacting with existing and potential clients and/or their representatives. 

· Develop numerous systems for documenting, customer support and supervising data on booking for export and import.
EDUCATION:



Masters in Business Administration




Philippine Christian University



2010-2011 (undergraduate)

Bachelor of Science in Computer Science 
AMA Computer College 



Lucena City, Philippines



May 2005

TRAINING:





Certified Trade and Logistic Professional 




Dubai Trade – Dubai, UAE




April 2012



Systems Application in Data Processing (SAP)



Gulf Piping Company WLL – Abu Dhabi, UAE




March 2010 




Computer Technician –TESDA

Lucena, Philippines 

March 2005
LANGUAGES WRITTEN / SPOKEN:

English (Speaking, Writing, Reading) – Excellent

Tagalog (Speaking, Writing, Reading) – Excellent

Arabic (Speaking, Writing, Reading) – Basic 

***With valid UAE Driving License***
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