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Objective

Dedicated and motivated In-chargewith a good experienced in Warehousing and Administration, looking for a challenging role in your company where I can share my Knowledge and skills to achieve its goals.
 Expertise

· Admin. Support/Coordinator


· Inventory  Management and Controller

· Documentation/Achieving/Data Entry
· Pricing,Costing, Invoicing  and Quotation
· Receiving and Shipping
· MS-package & Software Quick Books
· Customer Service

· Distribution
· Warehouse Planning / Arranging 
· Forklift operator   

Career History
Warehouse In-Charge





 December 2012 – June 2, 2016
Doha, Qatar

Accomplishment: 

· Promoted as Admin. Coordinator after the provisionary as a Merchandiser.

· Promoted as Warehouse In-charge 

· Created safety and organized warehouse.

· Arranging items labelling and mapping
· Find and solve the root of the problems of stocks and inventory.
· Implemented new process and procedure of transferring, receiving and shipping.

· Produced new ideas from receiving, distributing and arranging warehouse.

· Minimize company expenses for labor cost, maintenance and Inventory Shrinkage. 

Description 
· Undertake and oversee all stocks related tasks and issues such as stock taking ,order distribution, receiving incoming freight, stock location, barcoding and stock transfers, this also includes reporting damaged incoming deliveries and reconciling freight invoices.
· Plan and organize all inbound shipment to ensure the container details match the invoice, and the container is sealed properly before offloading.
· Maintain consistent quality control of stock and order packing in order to minimize transit and limit stock returns,

· Design the storing of goods in the warehouse in a proper manner according to reference number, brand name etc...Ensuring that stocks are barcoded.
· Lead by example and set a high level of productivity and customer services that I sustainable foe all staff

· Mange a team of warehouse operatives to achieve service and operational excellence.
· Monitor safe work practices and adhere to safety by ensuring health safety, cleanliness and security of the work environment and staff.

· Manage and implement the warehouse roster and ensure the warehouse is appropriately staffed in order to meet the workload demand.

· Preparation and reconciliation of regular reports, stock movement, dispatches.

· Plan of peak periods to ensure the warehouse and staff the ready ensure fast, effective turnaround on all orders.

· Maintain the physical condition of the warehouse and surrounding areas by planning and implementing new design layouts, inspecting equipment’s, issuing work order for repairs.  

CUSTOMER SERVICE REPRESENTATIVE



May 2010– November 3, 2012
Kout Food Group, Kuwait,Kuwait City


Accomplishment: 

· Employee of the Month for September 2012 

· Recognition for doing the assigned task effectively and efficiently.
· Effective to handling customer complaints and inquiries.
SUPERVISOR






November 2007– January 2010
Cinnzeo, Doha, Qatar


Alkhan Group of Companies 

Accomplishment: 

· Promoted as a Supervisor after Provisionary.
· Rank no. 2 out of 50 for oral and written examination.

· Maintained the high quality of standard of making breads and coffees.

· Maintain the KPI score target 

Training attended: 
· Profit and Loss Workshop, Kout Food Group, Kuwait City, January 2011
· Guest- Service Workshop, Kout Food Group,  Kuwait City ,July 21, 2010
· Customer Service, Kout Food Group, Kuwait City, May 10, 2010
· Food safety and 5’s Seminar, Chowking Food Corporation, Philippines Feb.8,2007, 
Academic Qualification

CTK Caregiver Training Center – Live-in Caregiving Program Training Course 2004-2005

Olivarez College - BS in Hotel Restaurant and Management 2002-2004 (Varsity Scholar)

Las Pinas National High School – 1998-2002
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