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________________________________________________________________________ 

Work Experience 

· December 17, 2012 – Present  Global Shipping Logistics (GSL)  
Position: Customer Services Representative (Warehouse) / Clearing and Forwarding Agent (CNF)
Responsibilities:

Customer Service Representative (Warehouse) 

· Inbound/ Outbound Task

Inbound Taks:

Communicate to the customer if there will be upcoming items to be stored in the Warehouse. 

Input the complete details (Item Code, Packing Size, Complete quantity of each items by boxes or pieces) of the items in each upcoming container/s to Warehouse in Manhattan System under Oracle System this is what you called Receipt Confirmation Report. 
Send this report to the customer for their copy and reference as well
Outbound Tasks:

Communicate to the customer if there will be order or pull out for their items within a day or on their desired schedule.

Check the stocks of their items.

Make outbound order, through Manhattan system. Once the customer confirms the order make the schedule for delivery. 
Send Outbound Order Report to the customer for their copy and reference as well. 
Clearing and Forwarding Agent
Encode items, packing size, production and expiry date in Dubai Municipality in web site.

Present the items when the time of inspection.

Communicate to the Dubai Municipality Inspector if there’s something issue with regards for the items.

Position: Clearing and Forwarding Staff (CNF)
Responsibilities:

Clearing and Forwarding Staff (CNF) 

· Municipality Inspection
In charge for making FIRS (Food Import and Re Export Service)

Assist Dubai Municipality for the item to be inspect.

· Bill of Entry (BOE)

Input accurate details coming for the documents in Dubai Trade website for Customs Inspection.
·  Documentation

Received documents from different suppliers and check carefully the details of it. 
Constantly coordinate with the Consignee if there’s mistake, incomplete or error on their documents.

Distribute the Bill of Lading original copy to the drivers to get the Delivery Order.

Distribute to in charge if the documents need for FIRS and Duty Exemption.

Request cheque for the shipment which has multiple containers.

Provide Job Number under Oracle System.
· September 15, 2010 –December 15, 2012 The Thomson Reuters Corp. Pte. Ltd. Phils.  
Position: Front desk / Admin, Finance & HR Support


Responsibilities:

· Check Release

Encode, print out the summary of check

Inform the vendors/requestor for their checks for pick up

Inform also that they have 2307 or CWT, they can received it if they are authorized.

Inform also Payroll Lead if they have check for SSS, Philhealth, Pag ibig 

Create receiving copy for the check 

· DRC 

Call DHL

Prepare email, scan materials to summarize the invoices of the vendors for processing of payment. Review and save the scanned date, send the Summary of Invoice for the Payables team.
Double check the docs that would send to Singapore & India. Make sure the invoices which a hardcopy are same to softcopy that will be sending to Singapore.
Send also the photocopy of reimbursement of employee to India.

· DHL Invoices

Input first the receiving copy DHL (this is the record which give the brief details what date did received, when is the amount due and how much).

Find the cost center of each airway bill to colleague finder and input to excel together with the amount. (If the cost center is not familiar we can ask their correct cost center thru email). One of the major objectives is to meet the amount which is indicated in the DHL invoices.

· Other tasks

Answering phone calls

Encoding both invoices of vendor and My expense that may received from time to time.

Assisting visitor, vendor, messenger and sometime contractor

Send some docs to McKinley thru our messenger

Replying for the upcoming emails for their inquiries like follow up checks, asking the lost invoices, asking the status of payment etc.

Make a receiving copy for the My Expense (this are the original one the photocopy was already sent to India), Voucher with OR and CWT (this are that had been picked up check)

· March 1, 2007 – June 30, 2010 Ingenico Software Services Philippines Inc.
Position: Front desk / Admin. & HR Assistant 

Responsiliblities: 

· Coordinate with various staff for operational support activities of the unit; serve as a liaison between departments and operating units in the resolution of day-to-day administrative and operational problems. 

· Provide administrative/secretarial support for various departments/divisions such as answering telephones, assisting visitors and resolving a range of administrative problems and inquiries. 

· Operate desktop computer to compose and edit correspondence and memoranda from dictation, verbal direction and from knowledge of policies of established departments/divisions; prepare, transcribe, compose, type, edit and distribute agendas and minutes of numerous meetings. 

· Schedule and coordinate meetings, interviews, appointments, events and other similar activities for supervisors, which also include travel and lodging arrangements. 

· Performs administrative and office support activities for multiple supervisors.  Also include scheduling of applicant and exam administration, and attendance monitoring.

· September 2005 – February 2007 Readycom. Inc.
Position: MIS Assistant / Encoder

Responsibilities: 

· Responsible for Data entry in the Globe Distributor Information System (GDIS).  

· Installs, configures and maintain network components.  

· Troubleshoots networks and applications to identify and correct malfunctions and other operational difficulties.  

· Conducts technical research on network upgrades to determine feasibility, cost, time required and compatibility with the current system.  

· Formulates and provides solutions to other IT concern matters.  

· Generates reports from the in-house program required by the company.  Accepts other duties that may be assigned from time to time.

· November 2004 – August 2005 Philippine Charter Insurance Corporation
Position: Data Entry / Clerk 

Responsibilities: 

· Encoding information of the client for those who insured under Personal Accident, transferring hardcopy data into a softcopy database. 

· July – December 2003 Pru Life U.K.
Position: Frontliner / Back Room Support 

Responsibilities: 

· Screening of Prulink request requirements, policy folder retrieval. Printing of Prulink decision sheets.  Forwarding of Prulink request to blocks. Manual encoding of Prulink policy data page.  Prulink abeyance monitor, support to CSLA during cut-off and peak periods.  PruPrivilage letter preparations and release, preparation of abeyance letter. 

· January – May 2003 Hongkong Shanghai Bank Corporation 

Position: Encoder / Clerk 

Responsibilities: 

· Checking/verifying informations filled up by HSBC cardholder to know if they are qualified or applying for a Balance Transfer.  Input their card number or their names into the system if they are HSBC or non-HSBC cardholder, to see the status in outstanding balance and credit limit.  Checking also their status in other credit card from other banks like Citibank, Bank of Philippines Island, Equitable PCI Bank, Metrobank, Standard Chartered Bank, Union Bank, AIG or AMEX. 

· 1997 – 1998 Mc Donalds

Position: Service Crew

Responsibilities: Handles tasks from the Counter, Lobby and Fries Person

EDUCATION AND PROFESSIONAL QUALIFICATIONS 

· 1998 – 2001 AMA COMPUTER UNIVERSITY – Makati City 

Bachelor of Science in Computer Science 

SKILLS
· Well experienced using Oracle system
· Has extensive knowledge using Dubai Trade Customs Portal and Dubai Municipality portal
· Operating time keeping system like ELID/Time Check/Idencheck Keeping System

· Proficiency in MS Office tools and application (e.g. MS Word, MS Excel, etc.). 

· Ability to work in a busy environment handling multiple tasks while maintaining attention to detail.

· Well experienced in coordinating with the client.

· Excellent verbal and written communication skills. 

· Self motivated and setting high level of professionalism and excellence. 

SEMINAR AND TRAINING ATTENDED 

· Certified Lean Six Sima Yellow Belt (July 2015) – Muhammed Alis Shah (Certified Six Sigma Black Belt)
· Achievement Award (October-December 2014) – Global Shipping Logistics

· Fashion Styling Workshop (July 2008) – School of Fashion and Arts 

· English & Communication Skills and Training (April 2008) – American English 

· First Aid Training (October 2007) – Red Cross 

· The Seven Habits of Highly Effective People Workshop (July 2007)

· Introduction of On-Line Learning (2001)

PERSONAL BACKGROUND 

· Born on November 11, 1979 in Tondo, Manila Philippines 

· Interested in playing drums, listening music and surfing the net. 

CHARACTER REFERENCE  upon request

