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 GRACE
GRACE.297394@2freemail.com  

POSITION APPLIED

      Safety Officer, Warehouse Supervisor, Transport Coordinator, Human Resource Officer , Trade Marketing and Admin Officer or  Safety Compliance Officer

                                   

SUMMARY OF QUALIFICATIONS

                    *Total of 9 ½ years in Consumer Products /FMCG Industry

                                   -4 years in Marketing and Business Development & Customer Service

 - 5 ½ years in Supply Chain Management – Warehouse and Logistics                

        Management)

-1 year English and Computer Subjects Instructor

- With Safety Officer Certificate (BOSH) 

AREAS OF EXPERTISE

a. knowledgeable on administrative, clerical and sales operations procedure 

b. Proven experience in information and communication management verbal and written.

c. Knowledgeable on any computer applications (Office Application and Movie presentation)

d. Attention to detail, confidentiality, planning and organizing and time management.

e. Facilitates sales meeting and business review. 
f. Knowledgeable on Good Warehousing Practices and Logistics Operation. 
g. Knowledgeable in SYSPRO, SAP, Reports & Utilities & SQL Application.
PROFESSIONAL EXPERIENCE

Company Name
: 
OneStop Warehousing Solutions Inc- URC Consolidator Warehouse
Position Title
: 
URC DC Warehouse Supervisor
 Duration
:
 January 21, 2016 up to present 

 Work Description           -Direct command responsibility of all warehouse transactions.

· Responsible for organizing, planning, controlling and leading warehouse operation as well as directing and overseeing safe and secure materials traffic procedures, proper storage and appropriate issuance of warehouse documents, materials and supplies.

·  Ensures that the right operational systems and procedures are followed from order picking to staging to delivery of goods to customers.  

· Coordinates URC DC Manager and Onestop Operations Manager in conducting periodic inventory count following the standard procedures and correct usage of forms.

· Reports any company anomalies to the management.

Company Name
: 
Goldtown Industrial Sales Corporation –Cagayan de Oro City
Position Title
: 
Warehouse and Logistics Supervisor
 Duration
:
 December 5, 2016 to January 20, 2016

 Reason for Leaving:
Hired at OneStop Warehousing Solutions Inc- URC Consolidated Warehouse 
Work Description            - Supervises Warehouse and Logistics Department 

· Ensures that Affiliates and Corporate customers’ stocks requisition and orders are served.

· Ensures that Receiving Report, Merchandise Return Slip, Order Delivery Slip, Stocks Transfers Slip and Charge Sales Invoice are transmitted within 24 hours.

·  Maintain delivery schedules and track deliveries to ensure deliveries are met.
· Ensures that all internal customers request and order are served.
· Contacts freight forwarding personnel for incoming stocks and status of its delivery.
· Ensures that stock discrepancies are reported and being ship out to both local and international suppliers.

· Ensure to report any discrepancies to both Purchased Request and its pricing.

· Review all Warehouse and Logistics document such as STS, ODR, MRS,P.O, S.O and CSI.

Company Name
: 
Rosabaya Distributors Inc.-Exclusive Distributor of Nestle Phil 

Position Title
: 
Transport Coordinator (South and NorthMin)
 Duration

: July 7, 2014 to September 25, 2015

 Reason for Leaving:    -Migrated in Cagayan De Oro- Vehicular Accident Sept 26, 2015
Work Description            - Supervises Logistics Department 

· Oversee the time delivery of goods.

·  Maintain delivery schedules and track deliveries to ensure deliveries are met.
· Coordinators update and provide tracking information to customers as well as to internal managers.
                                     -Monitor and report driver issues such as accidents, safety concerns, or licensing

                                          Issues lost & damaged plates. 

· Analyze delivery costs and recommended more cost effective methods of transportation
· Negotiate contracts with outside transportation companies, assign drivers to routes, handle customer complaints, and investigate delivery issues.
· Ensure Stocks Receiving Report and Charge Sales Invoice are transmitted to accounting department within 24 hrs.
· Evaluates delivery drivers and helpers work performance and reports any company anomalies to the management and owners. 

Company Name
: Ace Conglomerate Distributors Inc.-Nestle Phil Distributor
Position Title
: 
Transport Officer (Davao, Tagum & Mati)
Duration
:
 December 2, 2013 – June 30, 2014

 Reason for Leaving:
Business Closure 
Work Description:           -Supervises Nestle Direct Customer Pick up Cagayan Distribution Center Delivery. 

                                    -Supervises Motor pool Department prepares and manages correspondence, reports and documents.

                                    -Coordinate the flow of information both internally and externally.




-Communicate verbally and in writing to answer inquiries and provide information.

- Process Vehicle Registration, Company Affidavits and Purchase Orders.
                                    -Review cash requisition, validates Official Receipts, bus tickets, truck repairs under Logistics Dept.

                                     - Maintain an updated Vehicle 201 files.

                                    -Implements and checks vehicle maintenance report.

                                    -Evaluates Logistics Department personnel work performance.

Company Name
: Ace Conglomerate Distributors Inc.-Nestle Philippines Inc.  Distributor
 Position Title
: Regional Sales Control-ACDI Southmin (Davao, Tagum & Mati)
 Specialization
: Supply Chain/Business Development/Customer Service
 Industry

: Consumer Products / FMCG
 Duration

: Sep 12, 2011 –December 1, 2013

Reason for Leaving          : Management Promotion

 Work Description            - Ensure claims and Nestle Philippines Reimbursements are timely submitted.

- Conducts customer calls to validate delivery performance and handles customer    complaint.                                                                                                                           -Review cash requisition, validates Receipts, bus tickets, truck repairs and other sales request           

–Review and validates Weekly Expenses Report submitted by Sales Team and Logistics Team.

-Approves Purchase Requisition for Vehicle Repairs and Spare parts replacement.

-Conduct audit and actual trade check to validate cash reimbursement.

-Prepares replenishment for office supplies and vehicle parts requisition.

                                      -Prepare and manage correspondence, reports and documents.

                                   - Organize and coordinate meetings, conferences arrangements.


                        -Coordinate the flow of information both internally and externally.

                                     -Liaison with internal and external contacts.

-Communicate verbally and in writing to answer inquiries and provide information.

- Process Vehicle Registration, Company Affidavits and Purchase Orders.
                                   - Maintain an updated Vehicle 201 files.

                                      -Provides Sales Data and Daily Flash Brief Report to Owners and Managers.

                                      - Company News Writer & News Editor.
Company Name
: Ace Conglomerate Distributors Inc.-Nestle Philippines Inc.  Distributor
 Position Title
: Trade Marketing and Admin Specialist- (Large Store and Small Store Format)

Specialization
: Sales & Marketing/Business Development
 Industry
: Consumer Products / FMCG
 Duration

: Sep 7, 2009 – Sept 11, 2011

Reason for Leaving          : Management Promotion

 Work Description           - Responsible for the activation of Cycle Plans Execution such Trade Deals, Promotions,     

                                        Merchandising and Other Marketing Activities.

·  Responsible for Cycle Plan Allocations, POS Deployment, POS Monitoring and Inventory Control.

· Conducts Trade Checks and Claims Validations.

· Sales Reporting Analysis.

· Agency coordination.

· Gather feedback from trade by conducting market visits in relation to cycle plan 

Execution.

· Coordinates and update the principal in the overall implementation of the cycle plan in the distributors.

· Assist the Operations Manager in Local Trade Channel and customer assessment consolidation and analysis.

· Monitor brand and category sales performance in each channel based on set KPI’s. 

· Ensure claims and Nestle Philippines Reimbursements are timely submitted.

 Company Name
: Ace Conglomerate Distributors Inc.-Nestle Philippines Inc.  Distributor
 Position Title
: Warehouse Supervisor- ACDI Tagum Branch
 Specialization
: Logistics/Supply Chain
 Industry

: Consumer Products / FMCG
 Duration

: Feb 5, 2007 –Sept 6, 2009

Reason for Leaving          : Management Promotion

 Work Description           -Supervises Logistics and Warehouse Department.

                                    -Direct command responsibility of all warehouse transactions.

· Responsible for organizing, planning, controlling and leading warehouse operation as well as directing and overseeing safe and secure materials traffic procedures, proper storage and appropriate issuance of warehouse documents, materials and supplies.

·  Ensures that the right operational systems and procedures are followed from order picking to staging to delivery of goods to customers.  

· Coordinates Finance Manager in conducting periodic inventory count following the standard procedures and correct usage of forms.

· Reports any company anomalies to the management.

 Company Name
: Magugpo Institute of Technology
 Position Title
: English and Computer Subjects Instructor
 Position Level
: Fresh Grad /  1 Year Experienced Employee
 Specialization
: IT/Computer - Software
 Industry

: Education
 Duration

: June 2005 - Oct 2006
 Work Description
*Department Head Computer Technology Course.
*Laboratory In-charge.
*College Instructor ( English and Computer Subjects).
 Company Name
: University of MindanaoTagum College
 Position Title
: Computer Laboratory Assistant
 Specialization
: IT/Computer - Network/System/Database Admin
 Industry

: Education
 Duration
: June 2004 - March  2005
Benefits
: Tuition Credit (Scholarship Grantees)
Work Description
  *Encoding* Lay-outing  *Assist the students on their MS Word, MS Power.Point, MS Excel, C-language and       C++ Program

Educational Background

Finishing Course:

   Academia De Davao College –TESDA Scholarship Grantees December 2007 PGMA Prog

                                         Call Center Agent 400hrs Training

Tertiary              :                UM Tagum College

Degree
            :
    Bachelor of Arts  Major in English S.Y. 2003-2006- Scholarship Grantees S.Y 2003-2006

    (Department Leadership Awardees’ / Service Awardees’)

Vocational
:               AMA Computer Learning Center-Tagum City

                                          Computer System Designing and Programming S.Y 2001-2003-Service Awardees/

 

                (Publication Awardees’/Service Awardees’)

Secondary           :              Davao del Sur National High School-Digos City



                S.Y. 1996-2000 

 Second Honorable Mention/CCOTC Cadet Awardees Company Commander Charlie COY

Primary Grades
:               Digos Central Elementary School-Digos City



                  S.Y. 11991-1996-

   With Honors, Most Cooperative and Most Responsible /Leadership Awardees


Kindergarteen     :              Emerald RICC Kindergarten S.Y. 1995-1996- 

                                        3rd Honor/ Princess of Faith  

Certification/Eligibility:

Certificate of Competency/Completion for Call Center Agent

Customer Service Representative Training Course-TESDA

December 2007
International Advanced Certificate in Computing
Major in Computer Science-NCC Education UK

 March 29, 2005

Seminars/Workshops

Basic Fire Safety and Emergency Response (3-days) 


Safety and Defensive Driving Seminar

BFP Davao City/ RDI Davao City- May 15, 2015




TESDA/ RDI- Nov. 15, 2014

Promotion of Safety against Fire Emergency                                    Fire and Earthquake Orientation Seminar & Drill

ACDI Tagum- July 17, 2012





     ACDI Tagum- May 10, 2013

Basic Orientation on Firemanship Skills& Drill                                                        Microsoft Excel Training
 ACDI-Nestle Office-Philippines- July 07, 2007   
                                 ACDI-Nestle Office-Philippines- February 6, 2010                                                                       

Microsoft Office Training                                                                        Promotion of Safety against Fire Emergency

ACDI-Nestle Office-Philippines- Jan 23, 2010                                                            (Basic Fighting and Fire Drill) 

  January 23, 2010                                                                                     ACDI-Nestle Office-Philippines   June 16, 2009

 Promotion of Safety against Fire Emergency 

                                  Good Warehousing Practices

(How to Prevent of, Prepare For and React to Fire Emergency

                       ACDI-Nestle Conference Room                                 

  ACDI-Nestle Office-Philippines- July 10, 2008                                                                  February 21, 2008   

                     I hereby certify that above information is true and correct.

