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GIMA LIAO
Objective
To build a long term career in Logistics Industry and process to improve operational performance. Demonstrate ability to direct successful operation through effective problem solving. 
Profile Summary

Logistics level is responsible for participating and coordinating in a wide variety of monitoring the operational activities with the related department and foreign offices. The individual in this role will also be included in technology in warehouse project as needed. position requires a multitasking mentality and the ability to both cooperate priorities due to client demands and hard deadlines. 

Work History
 Inc.












Metro Manila, Philippines
Customer Service Coordinator








June 2, 2014 – February 26, 2016
Job Description

Will provide information to customers in response to inquiries about products and services. Will also explain and promote new product and services. Acts as first point of contact for the customer and resolves any problems and concerns with the, moving and shipping of supplies, stock and materials to and/or from the warehouse. 

· Provide and maintain good customer service function.
· Participates in preparing promotional materials and display.
· Maintain database of customer sales order and invoicing record.
· Provide price and cost proposals in response to customer’s request.
· Interviewing customers to acquire information and explaining available services.
· Explain to clients the options available with regard to equipment and campus facilities.
· Participate in meetings to improve productivity and to resolve customer service issues.
· Coordinate with the sales representative to provide information’s about products and makes recommendation based on customer requirements. 
Ahmad Tea FZ LLC











Ras Al Khaimah, UAE
Logistics and Shipping Coordinator







 June 23, 2012 - January 25, 2014
Job Description
A highly stimulated and professional individual with a years of experience in manufacturing environment. Hands on import accounts and tracking shipments, providing all the details with related shipping department, advice and coordinate warehouse department for incoming deliveries. Depth knowledge of appropriate documentation.
· Arrange delivery as per the delivery order validity of Port Storage. 
· Assist in tracking shipment and providing alternative information.
· Attend daily coordination meeting as per plant production deadline.
· Preparing import shipment summary for the month end report purposes.
· Apply online in Dubai Trade Portal Site for item registration ( New Product)
· Interact with third party logistics service providers for the clearance processing.
· Update and monitoring all the shipment to Enterprise Resource Planning (ERP)
· Handling for Duty Deposit and duty refund of Standing Guarantee Account online (SGR).
· Apply online( E- MIRSHAL) for Bill of Entry clearance processing ( Dubai Trade Portal Site)
· Maintain communication with warehouse staff to ensure the sufficient space for incoming deliveries.
· Apply online registration to Dubai Municipality for Import & Re-Export (FIRS) and request to release the container in the yard.
Kuehne + Nagel Inc.










 Metro Manila, Philippines
Logistics Executive









 
April 4, 2011 – June 8, 2012
Job Description
Coordination between sales, customer service, tracking and warehouse. Shipping schedules along with issuing the shipping documents and cargo manifest. Revising the customer claims and forwarding the claims to the concerned departments, participating in month end report for revenue purposes and foreign offices internal audit.

· Prepare reports to clients and foreign agents as required.
· Assist and inform the customers any related issues and concern.
· Prepare and provide reports as required by management as directed.
· Obtain arrival notice and charges from the carrier or master consolidator.
· Preparing files and providing all details to enable the job to be completed.
· Dispatch or send by fax all documents required by clients and overseas stations.
· Attend inquiries of KN overseas offices and clients thru phone and e-mail regularly.
· Prepare and endorse Delivery Order to the Master Consolidator to release the shipment.
· Prepare and dispatch invoices for client with approved credit line a day after the arrival.
· Monitor and fallow up claims and ensure the regularly followed-up until it has been settled.
· Maintaining contact with the Shipping lines/Truck Companies and other Service Providers.
DHL Global Forwarding Phils. Inc.








   
Metro Manila, Philippines
Logistic Executive










December 7, 2009 – December 20, 2010
Job Description
Routes inbound outbound shipments to their destinations, Takes telephone orders from customers and arranges for pickup of freight delivery to loading platform, weighs items determines cost, using tariff book from custom, itemizes charges, prepares freight bills, prepares manifest to accompany shipments, notifies shippers of delays in departure of shipment, notifies consignees on arrival of shipments and  arranges for delivery to consignees.

· Request pick-up schedule to Trucking Department.
· Raise all billing invoices based on rate/ quotations.
· Issues House Bill of Lading and Invoices to clients.
· Receive bookings from clients and arrange accordingly
· Handling for month end report for the revenue purposes.
· Prepare reports to clients and foreign agents as required. 
· Preparing for internal & external audit from regional office.
· Keeps customers updated on shipment activity, problems and discrepancies.
· Responsible for monthly production reports and shipment/ carrier statistics required.
· Coordinates shipper’s requirements based on practices and procedures, pick-up time and other requests.
· Monitors vessel schedules, departures, cut offs, deliveries and other related matters to shipment activities.
Globallinks Express Inc.










Metro Manila, Philippines


 Customer Service Representative






    
July 24, 2007 - October 16, 2009
Job Description
Receiving shipping declaration from clients (import shipment), issue delivery order to release containers to clients, prepare billing for brokers endorsement bill of lading, checking all charges from carriers and third parties for customs clearance processing (in house account), prepare manifest to be delivered to port authorities.
· Monitor and maintain customer database.
· Monitor the status of incoming shipment.
· Informs and assist client for their shipment.
· Prepare the documents for the cargo manifest.
· Send Pre-Alert Docs for the client and agent.
· Documents preparation for import clearance processing.
· Monitoring and updating the purchase order from the client.
· Update and fallow up for clients collection as per the contract.
· Ensure & fallow up all the arrival details from the shipping line.
· Creates harmonious relationship with clients and agent (International and Domestic)
Boticario De Manila










Merto Manila, Philippines
 Procurement Clerk









January 16, 2006 - April 27, 2007
Job Description
Check shipments when they arrive to ensure that orders have been filled correctly and that goods meet specifications, locate suppliers using sources such as catalogs to the internet and interview them to gather information about products to be ordered. Compare prices, specifications, and delivery dates in order to determine the best bid among potential suppliers.
· Handle invoices and forward to accounting department.
· Match purchase orders with the shipment delivery dates.
· Coordinate accounts department for the product and deliveries.
· Attending the meeting as weekly basis prepared by Head Officers.
· Prepare, maintain, and review purchasing files, reports and price lists. 
· Calculate cost of orders and forward invoices to appropriate accounts.

· Respond to customer and supplier inquiries about order status, changes or cancelations.

· Prepare purchase order and send copies to suppliers and to departments originating requests.
· Verify the supplier if the item is totally QC passes to meets all customer specification and satisfaction.
· Compare prices, specifications and delivery dates to determine the best bid among the potential supplier. 
· Contact the suppliers in order to schedule or expedite deliveries and to resolve shortages, missed or late deliveries, and other problems.
Key Skills 

· Good Customer Service Oriented.
· Exposure in ISO Company Audit. 
· Flexible and willing to learn work hard.
· Familiar with Microsoft Office application.

· Ability to maintain records timely and accurately.
· Logistic Coordinator, Logistic Executive, Procurement Clerk, Customer Service 
Seminars and Training Attended
· Corruption and Improper Payments – Online Training

March 26, 2012 – March 28, 2012
(Conducted by: Kuehne+Nagel Academy)

 
· Accelerating Change and Transition – Introduction Module
May 31, 2010 – June 3, 2010
 (Conducted by: DHL Global Management Trainee)

· Training and Development Center for Hotel and Restaurant
November 5,2007 – November 11, 2007
 Conducted by: KPM Hotelier Consultancy Services)

· Hotel and Restaurant Management Trainee



November 15, 2007 – November 19, 2007
(Conducted by: Longwood Garden Hotel)
Educational Attainment


Course


:
BACHELOR OF SCIENCE IN COMPUTER SCIENCE


Tertiary


:
MABA Computer College of Legaspi City


2001 - 2005
Secondary

:
Sorsogon National High School




1998 - 2000
Primary


:
Panlayaan Ementary School





1992 - 1997
Personal Data
Age



:
31
Height


:
5’2”
Weight


:
53

Civil Status

:
Single

Citizenship

:
Filipino

Birth Date

:
December 12, 1985
Religion


:
Roman Catholic
GIMA LIAO
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