
                 Survilla

Survilla.307237@2freemail.com     
CAREER OBJECTIVE:
To work as an Administrative Assistant or Logistics or Document Controller or any that suits to my qualifications. I can also easily work with the new environment and can easy learn the new task given. 
WORK EXPERIENCE:

Al Foah Company LLC – SENAAT GROUP


November 12, 2013 – October 30, 2016
Marina Mall, Abu Dhabi, UAE

Position: Sales Staff

·  A Government Company & no holds for my resignation at anytime. 
· Given at least 15 days of notice period.
Scope of Work:

· Check the availability of stocks in the shop.

· Make a request to the showroom for the delivery of required stocks needed.

· Inventory versus Lawson system and actual.

· Check the expiry per product.

· Addressed the needs of the customers.

· Making receipts using POS and manual receipts.

· Making end of the day report as well as system generated report.

Marianas Express Line Philippines, Inc.


July 01, 2012 – January 23, 2013
3rd Floor MK Central Bldg, J.P. Laurel Ave., Davao City

Position: Document Controller/Accounts
Scope of Work:

· Create Bill of Ladings for all outbound shipments.

· Provide administrative support to the Engineering Department and ensure accuracy of the documents.

· Maintain and organize filing system for the Engineering Department.

· Coordinate all activities related to the Document Control procedure, including technical documents, and commercial correspondence.

· Input document data into the standard registers ensuring that the information is accurate and up to date.

· Generate various document control reports as required.

· Typing of office documents, and follow-up of all the office needs.

· Ensure controlled copies of latest approved documents are given to the appropriate staff, clients and suppliers as applicable.

· Maintain the documents with easy traceability.

· Coordinate and follow up all department meeting.
· Complies and maintain control records to verify completeness and accuracy of data.
· Prepare reports & Memorandum. 

·  Prepare reproduction of documents if needed. 

·  Keep record and Registration for all correspondence. 

·  Tracking the pending documents through weekly progress reports. 

·  Prepare presentations, weekly and monthly report. 

·  Perform other duties as assigned. 

Rizal Microbank Affiliates of RCBC 


June 16, 2010 – June 30, 2012 

J.P. Laurel, Bajada, Davao City 

Position: Account Officer/Advertising
Scope of Work: 

· Maintaining and developing relationships with existing customers in person, and 

via telephone calls and emails. 

·  Arranging meetings with potential customers to prospect for new client. 

·  Acting as a contact between a company and its existing and potential markets. 

· Negotiating agreement. 

·  Gathering market and customer information. 

·  Representing the organization at trade exhibitions, events and demonstrations. 

·  Challenging any objections with a view to convince the Client. 

·  Liaising with Client to check the progress. 

·  Reviewing your own sales performance, aiming to meet or exceed targets. 

·  Gaining a clear understanding of customers' businesses and requirements. 

·  Makes and arranges collection schedules. 

·  Ensures quality & safety within function/ tasks performed. 

·  Performs other tasks as required and other responsibilities related to position. 

San Miguel Foods, Inc., SMFI – B-MEG Davao 

May 01, 2008 – June 15, 2010 

Coaco Rd., Bo. Pampanga, Davao City 

Position: TPL-Warehouse Supervisor/Administrative Officer 

Scope of Work: 

·  Handling Ten (10) warehouses of raw materials, vitamins, tags and sacks for B-Meg 

Davao. 

· Responsible for the first in/first out (FI/FO) of the stocks and their daily movement. 

· Take charge of the personnel’s needs and concerns. 

· Warehouse Management and Maintenance. 

· Plant concerning the daily receiving and withdrawals of the stocks. 

·  In-charge for the billing for labor and at the same time billing for San Miguel Foods 

Inc. 
Mindanao Corrugated Fibreboard Inc. 


April, 2007-April 30, 2008 
Km. 12, Sasa, Davao City 

Position: TPL-Kraft Paper Inventory Coordinator 

Scope of Work: 

SAP TRANSACTION (version R3 4.6) 

·  Transfer Posting of Kraft Paper Issuance Return Form (KPIRF) to Production. 

·  Transfer Posting of Receipt of Material and Supplies Delivered (RMSD) in specific
location. 

·  Goods Receipts (GR) of KP Rolls. 

·  Goods Issuances (GI) to production in every type of rolls to be used in a certain job. 

·  Daily Reconcile with Production. 

·  Restrict of KP Rolls to the location of Quality Assurance Dept. every time that the 

rolls are still under inspection. 

OPERATION 

· Kraft Paper Rolls Mobilization-in charge for KP Movement from receiving, 

transferring and issuing. 

· Checking the availability of KP Rolls that will use for production. 

· Personnel supervision if they had written correct data on the documents being 

used and supervise the movement. 

REPORT 

· Encoding of all receipts to excel files. 

· Encoding of all issuances to excel files. 

· Encoding of consumption reports. 

· Summary report of receipts of MCFI. 

· UPI Daily Report/MCFI KP Stock Inventory Status/ Weekly Reports and Monthly 

· Billing. 

VARIANCE EXPLANATION/REPORT 

· Reconciling items (cut-off documents-receipts and issuances). 

· Inventory Valuation Report, comparison between SAP and Actual.
San Miguel Foods, Inc., Feeds Division (B-MEG) 

June 03, 2006-March 30, 2007 
Coaco Rd., Bo. Pampanga, Davao City 

Position: Sales Coordinator 

Scope of Work: 
SAP TRANSACTION (version R3 4.7) 

· Recording of Daily Sales in SAP as per customer’s sap-account. 

· Posting to SAP in every Delivered sacks made by the distributor in a day, same as 

the feeds arrival from other plant. 

· Records Incoming and Outgoing shipments and deliveries including Zamboanga, 

· Cebu and other plant requirements (South Mindanao). 

· Prepares Daily Sales Report and Daily Stock Movement Report (Aging of Stocks) 

and the Daily Inventory of the Stocks. 

· Receives orders of commercial feeds and deliveries to customers. 

· Conducts Physical Stock Inventory (Monthly). 

· Prepares SAP reconciles with Sales Supervisor and Finance. 
TECHNICAL SKILLS 

·  POS Literate 

·  Outlook Literate 

·  Lawson Literate 

·  Lotus Notes Literate 

·  SVM Literate (Solvermind-Version 2.2.2)
·  SAP Literate (Systems Applications Program–Version R3 4.6 and 4.7) 

·  Computer Literate (Microsoft Word, Excel, Publisher, and Power Point) 

·  Proposal Making, Researching
TRAINING AND SEMINARS

· Sales Techniques Training (February 21-23, 2016)

· How to Handle Dates (December, 2014)
EDUCATIONAL ATTAINMENT 
TERTIARY / COLLEGE





 2001-2005 

Bachelor of Science in Agricultural Business 

University of Southeastern Philippines, 

College of Development and Management 

Mintal, Davao City 

Document Controller/Administrative Staff/Logistics








