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AREAS OF INTEREST
Material Inventory Control, Logistics, Warehousing, Exportation, Order Processing, Marketing, Customer Service Representative, Sales, Business Administration

CAREER OBJECTIVE
To seek challenging assignment and responsibility, with an opportunity for growth and career advancement and involve in an environment where I can utilize my skills and creatively involved in system that effectively contributes to the growth of organization

SUMMARY OF QUALIFICATIONS & SKILLS
· Developed an Ordering template (raw material inventory management) to ensure Raw Materials are ordered before stocks depletion and to prevent overstocks of raw materials in Pigment Division 

· Revised Finished Goods Stock Position Report which resulted to efficient stock management, zero discrepancy and effective monitoring of stocks availability

· Awarded as the Most Outstanding Youth of Calamba City for the year 2016

· Proficient in Microsoft Office applications and has knowledge in Visual Basic Language

· Excellent in delivering and generating very informative presentations. Highly dedicated, fast learner, detail oriented, and can multi-task. Good in verbal and written English communication. Has good listening skills, can accurately assess the issue and find the best solution possible

WORK EXPERIENCES

MATERIAL CONTROL SUPERVISOR




     November 2013 ~ December 2016

TNC CHEMICALS PHILIPPINES, INC, sole manufacturer of industrial grades Nitrocellulose in the Philippines since 1978 which is an essential and vital component in the manufacture of lacquer, printing inks, and various flexible and decorative films. The company also initiated the first phase of expansion by producing Inorganic Colour Pigment principally Chrome Yellows and Molybdate Orange.
· Planned, directed and supervised the overall handling of raw materials, stocks, and factory supplies

· Managed and monitored daily raw materials stocks and inventory

· Kept record of daily production output in Finished Goods Stock Position Report 

· Point of contact for receipt of Sales Order of Local and International customers for a smooth order processing cycle

· Prepared withdrawal slip for goods release to Warehouse Department

· Ensured correct quantity of item released

· Supervised loading and dispatching of goods 

· Prepared delivery reports for all items released

· Maintained timely delivery of goods in correct quantity and in good condition

· Managed timely shipment schedule of stocks transfer to customers

· Ensured zero discrepancy of stocks

· Dealt and requested with Import/Export group for raw materials requirement

· Informed Warehouse Department regarding the arrival of imported and local raw materials

· Checked accuracy of monthly inventory of stocks 

· Managed, controlled and keep track of filing system of material records

· Generated daily Sales Report for local and export to Division Manager and Sales Department
· Ensured practice of 5S in the warehouse
· Assisted computer related problems through computer networking and troubleshooting
DATA ENCODER





            
                   June 2011 ~ October 2013

CITY ASSESSMENT OFFICE, CALAMBA CITY GOVERNMENT, PHILIPPINES one of the department in the government who generates highly local revenues through the real property tax by means of new assessment and re-assessment within the jurisdiction of Calamba City
· Kept record in Field Appraisal and Assessment Sheet (FAAS) and Tax Declaration of whole Calamba City using government new system 

· Assisted tax payers in real estate tax payment and tax declaration queries

· Delivered quality public service among tax payers and residents of Calamba City at all times

SERVICE CREW (Part Time Job) 






 July 2010 ~ February 2011
MC DONALDS CALAMBA CITY BRANCH, PHILIPPINES is the world’s largest chain of hamburger fast food restaurants

· Took orders from customers and presented them as requested

· Processed bills for the customers and also issued them receipts

· Helped with outdoor delivery or with food preparation at the kitchen, depending on what is required at any particular time

· Packed foods ordered by customers and served them in the most efficient manner

· Set the table in an orderly manner before customers show up

· Get tables cleaned once customers are through with their dining

· Provide helpful answers to customers queries

· Furnished customers with helpful information regarding service time and special deal offers

· Assisted kiddie parties in and outside the restaurants 

ON THE JOB TRAINEE





            
                 March 2009 ~ May 2009

BUSINESS PERMIT AND TRICYCLE FRANCHISING OFFICE, CALAMBA CITY GOVERNMENT, PHILIPPINES one of the department in the government who are responsible for the processing and issuance of Business and Working Permits and Tricycle Franchises, monitoring and inspection of all business establishments and tricycle units operating within the city and for the assessment and imposition of proper business taxes and regulatory fees.

· Released working permits of workers

· Assisted customers in business permit applications

· Encoded working permit and business permits to new government computer system

TRAININGS AND SEMINARS ATTENDED
Effective Inventory Management, In-house Training, TNC Chemicals Phils. Inc


November 4-5, 2016

Root Cause Analysis, In-house Training, TNC Chemicals Phils. Inc



July 9, 2014

Basic Operations, Safety, and Preventive Maintenance of DOOSAN Forklift


February 6, 2014

Leadership and Re-orientation Seminar, SK Federation, Calamba City


March 2009

Integrated Sanguniang Kabataan Organization (ISKOLAR-BOS), SK Federation

May 2009

AFFILIATIONS

Sangguniang Kabataan (SK) Councilor, Brgy. 4, Calamba City Laguna Philippines

2007 – 2010
EDUCATIONAL BACKGROUND

City College of Calamba







2006 - 2012

Bachelor of Science in Information Technology 

CHARACTER REFERENCES

Available Upon Request

I hereby certify that the above information is true and correct to the best of my knowledge and belief.

