[image: image1.jpg]



MARITES S. OBLENA 



Home Address: Mohammad Al Quatama, Al Badaa St Satwa
Email address: marites.336527@2freemail.com
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To give quality service based on my training, experiences and make innovative contribution that will add value to company and be a part of an institution with a working environment for personal progress, intellectual growth and career advancement that would offer job satisfaction. 

· Three years of experience as a Logistics Coordinator in a Sports Goods Company.

· Four years of experience in Finance.

· With sufficient knowledge in operating Microsoft office, Email applications and Accounting System. 
· Hard-working individual, flexible, easy to learn and able to work with less supervision.

· Teamplayer, easy to deal with and knowledge seeker.

Sex: Female



Date of Birth: April 21, 1987



Civil Status: Single 


Place of Birth: Lucban, Quezon, Philippines
 Nationality: Filipino



Languages Spoken: English and Filipino

LOGISTICS COORDINATOR - March 2012 to October 2015

LEADER SPORT TRADING – Dubai, UAE

JOB SUMMARY – Responsible to ensure completeness and on time delivery of the goods at the lowest transportation costs with the optimum service level. Coordinate all movement and documentation of goods in regards to Importation and some exportation.This includes coordination between Purchasing, Suppliers, Freight Forwarders, Clearing Agent, Warehouse, Sales, Banks and Insurance Company.
· Check the Completeness of the Supplier's Confirmed Proforma Invoice from the Purchasing.
· Inquire and negotiate Freight Rates to different forwarders (air, sea and land).

· Coordinates to all the parties related to the shipment of the goods. 

· Ensure the completeness of the goods delivered and timely delivery to the company's warehouse.

· Prepare Payment to the Supplier (Telegraphic Transfer; Letter of Credit; Direct Payment).

· In case of claim, report and provide the necessary documents to the Insurance Company.

· Prepare Monthly Report on the shipment status to the management.
· Process the Freight Invoices and Dubai Clearing Agent Invoices for payment.

· Monitor the Custom Duty Usage, Standing Guarantee and Service Charges.

· Prepare Export Documents requested by Sales Department (Commercial Invoice, Packing List and Certificate of Origin attested by the Dubai Chamber of Commerce).

FINANCE ASSISTANT - June 2010 to February 2012 
F2 LOGISTICS PHILIPPINES INC.

JOB SUMMARY – Responsible to the collection and monitoring of the Branch Accounts Receivable.

· Monitors, follow-up collection and send Statement of Account to the Customer and Branch personnel.
· Ensure same day collection of prepaid and collect transactions of Manila and Branch Accounts.

· Deposit daily collections of Manila to the bank and prepare the collection report.
· Post the Official Receipt to the system and post adjustment related to Accounts Receivable.

· Handle and Monitor the Issuance of Company Forms to the Branches.
· Prepare weekly and monthly Accounts Receivable report to the management.

· Visit and Audit Branches Yearly.
ACCOUNTS RECEIVABLE ANALYST – July 2009 to May 2010
ABOITIZ ONE, INC. 
JOB SUMMARY – Responsible for providing updated and accurate accounts receivable balance of Manila customers and agents reporting Manila.
· Analyses and reconciliation of Manila customers’ accounts.
· Provides monthly aging of receivable (manila) and prepares reconciled statement of Manila Accounts.
· Prepares and handle adjustment to the system (Oracle) for errors affecting accounts receivable.
· Visit and reconcile with Manila Customer Accounts. 
FINANCE STAFF - April 2008 to February 2009

Topserve Manpower Supply Inc. c/o ABOITIZ ONE, INC.
JOB SUMMARY – Responsible to the collection and monitoring of the UPS Accounts Receivable.
· Monitors, follow-up collection and send Statement of Account to the Customer.
· Deposit all the collection to the bank and prepares daily collection report and daily remittance report.
· Prepares updated Accounts Receivable balances weekly and monthly. 
· 
TERTIARY

2004-2008
Bachelor of Science in Accountancy

College of Business Administration Southern Luzon State University

Lucban, Quezon

SECONDARY

2000-2004
Paaralang Sekundarya ng Lucban






Lucban, Quezon

PRIMARY

1994-2000
Paaralang Elementarya ng Lucban 3-A





Lucban, Quezon

SECONDARY

5TH Honorable Mention
TERTIARY

Partial Academic Scholar – Dean’s Lister


First Year – 2nd Semester



Second Year – 1st and 2nd Semester

Third Year – 1st and 2nd Semester




             Fourth Year – 1st and 2nd Semester
CUM LAUDE - BS ACCOUNTANCY

Ms. Amy D. Bautista

Logistics Manager


Leader Sport Trading, Dubai, UAE
Ms. Procy B. Ople


VP-Finance


F2 Logistics Philippines Inc., Paranaque, Metro Manila
I hereby stated that the above information is true and correct to the extent of my knowledge.


                                                                                        


Marites S. Oblena

          
     Applicant
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