Merelos, Romualdo III Egos              
OBJECTIVE:

To build a long - term career in Logistics, Shipping, Administration, Coordination and Operations that offers professional growth and continuous learning opportunities.
QUALIFICATIONS:
· With six years experience in the Office environment as Customer Service/Production Associate.

· With three years experience in Warehouse. Hands on experience in managing and tracking shipments and providing customers with advice and shipment alternative. In depth knowledge of managing appropriate documentation and billing issues.

· Accustomed to working in fast-paced environments with the ability to think quickly and finish task on time.

· Proficient in Microsoft Word and Excel.
· Detail oriented with a great work ethic.

· With basic accounting knowledge.

· Excellent Interpersonal skills, ability to work well with others.

WORK EXPERIENCE:
Customer Service / Production Associate, Innodata Knowledge Services, Inc. April 2007- October 2013
Database Administrator

· Update and maintain information on computer systems and in archives.

· Search some important data on the Internet.
· Utilize the equipment provided by the item processing department.

· Encodes important documents.

· Performs duties on a daily basis as required.

Formatter / Encoder
· Format books in the electronic files that can be retrieve in the net with certain specifications given by the client.
Inbound Representative
· Duties include answering telephone call inquiries and promoting an organization's services.

· Responsible for researching and resolving complaints to ensure customer retention and satisfaction.

· Familiar with a variety of the field's concepts, practices, and procedures.

· Relies on experience and judgment to plan and accomplish goals.

· Performs a variety of complicated tasks.

· Typically reports to a supervisor or manager.

· A wide degree of creativity and latitude is expected.

Logistic Officer, Charter Quest International, April 2004- March 2007
· Experts in the products that the company makes.

· Packing products during the transport, so that they are not damaged.

· Trained to use machines for organizing the packed materials properly and making space for the new stock.

· Regular schedule of maintenance in the warehouse.
· Assist in preparing shipment documentation.

· Provide assistance in maintaining contact with suppliers and other agents.

· Assist customers in tracking shipments.
Warehouse Assistant .   May 2014 Up to Present

· Receive the invoice and packing list for inbound shipments and check that items tally. Inform on any damages, short or over shipments and discrepancies observed in received items.
· In case of damages, fill the Materials Discrepancy Note (MDN) or other forms as the case may be.

· Accurately segregate items scan if necessary; carry out put away in the proper locations as to enable quick and effective retrieval.

· Fill the manual put away sheets for final verification and system confirmations.

· Accurately pick items from locations for outbound shipments and check that the items tally as per the pick list generated. Indicate all the details of items picked in the required format and if required, scan all items or re-check before loading.
· Carry out the packing as per specifications and paste necessary labels and stickers.

· Support the tasks like stock checks, cycle counts, etc. 

· Support in calculating cubic meters and others to increase/ utilize the capacity/ volume of space, depending on the business, in a timely manner.
TRAININGS:
· Control of Substances Hazardous to Health

· Spill Prevention Control and Countermeasures Training
· Self-Contained Breathing Apparatus Training
· Basic Firefighting
ORGANIZATIONAL MEMBERSHIP:
Junior Customs Broker Organization

EDUCATION:

· Bachelor of Science in Customs Administration
University of Cebu
Cebu City, Philippines

· Secondary School Diploma

Leyte National High School
Tacloban City, Leyte

Philippines
PERSONAL INFORMATION:

Age: 33 y.o

Height: 5’8
Weight:  79 kgs
Civil Status: Married

Citizenship: Filipino

Religion: Roman Catholic
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