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MARC 
Bur Dubai, Dubai, U.A.E. 
E-mail: marc.342902@2freemail.com  
Visa Status: Employment visa (Can join immediately)
_________________________________________________________________________________________
CAREER OBJECTIVE:

To pursue a career with progressive employment that will allow me to utilize and expand my extensive skills and experiences in a creative and productive manner, offering opportunities for professional growth and to work on your respectable company where I am able to share my skills and knowledge in this field.
____________________________________________________________________________________________________

HIGHLIGHTS OF ABILITIES:

Holding a valid UAE Driving License. Highly organized and detailed oriented, reliable and adaptive, learns new process quickly, team player, pro-active and responsible.
____________________________________________________________________________________________________

QUALIFICATION & SKILLS:

Degree Holder with attested certificates – BS in Business Administration major in Management (University of the East, Manila)
System skills:  SAP, Quickbooks, MS Office (MS Word, MS Excel, MS PowerPoint, Outlook)
__________________________________________________________________________________________________
PROFESSIONAL EXPERIENCES:  
Customer Service & Logistics Coordinator
Cork Advertising LLC. 
Dubai U.A.E (November 1, 2009 – April 30, 2017)

Job responsibilities:
· Responds to Request for Quotation (RFQ) and initiate coordination with the Production Dept. And liaise/meets with client for sample and quality approval prior to production.
· Maintains and develop good relationships with the customers in person or via telephone calls and emails.

· Ensures timely delivery & accurate invoicing and follow up on payment after the agreed payment term.

· Responsible in handling Import and Export consignment; Prepares Shipping quotations, Invoice, Packing list and Certificate of Origin and other government documents required for shipping.

· Source premium items, promotions & giveaways internationally as required by the client and calculates all the necessary shipping cost i.e. Customs duties, clearance & deliveries in preparation for the quotation.

· Monitors the shipments and ensures that the shipping documents i.e. Bill of Lading, Certificate of Origin, Packing List and Original invoice are correct for the clearance & delivery purposes.

· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.
OSB Coordinator (Order/Shipping/Billing)

Procter & Gamble International Operations

Customer Service and Logistics Dept. 

JAFZA, Dubai U.A.E (February 1, 2009 to Sept. 30, 2009)
Job responsibilities:

· Creates Sales Order (Order Entry) in SAP for all Arabian Peninsula customers/distributors (UAE, Kuwait, Qatar, Bahrain, Oman and KSA) and follow up on any issue with the Market Planners.
· Responds to customer/distributors’ queries and calls on products and services promptly and provide the desired information in a courteous manner. 

· Ensures effective usage of SAP from Order Entry to invoicing and maintains an accurate order status record (tracker) for review and efficient tracking. 
· Process all 3rd party shipments as per company procedures specified and effectively follow up on the status of documents, legalisation etc. for smooth order processing.
· Ensures that incoterms, payment terms and shipping instruction are entered correctly to avoid error on order management.

· Acts as SPOC (Single point of contact) of the Baltics (Lithuania and Estonia) and the West Balkans (Bosnia, Serbia, Bulgaria, Kosovo, Macedonia, Montenegro, Moldova and Albania) in the creation of  Proforma and Final Invoices for the customers in the region using SAP. 
· Performs other duties deemed necessary in ensuring excellent customer service. 

Admin. Assistant & Facilities Coordinator 

Procter & Gamble Gulf FZE

JAFZA, Dubai U.A.E (March 15, 2007 to January 31, 2009)

Job responsibilities:

· Responsible in the operational & technical requirements of the elements of the site and ensures that current contracts are maintained to provide necessary supplies and services. 

· Monitors the Work Order system as it affects the area & ensures that rectification works are recorded & actioned in a timely manner. 

· Assists with critical out-of-hours issues & participate as a key team member in responses to emergency situations. 

· Provides backup support for the Facilities Manager in times of absence. 

· Ensures general administrative activities under control are conducted in a timely and efficient manner. 

Administers the following systems: FM SOPs; Electro mechanical maintenance, Security system; Cleaning system; Car parking system; Mail/Parcel system; Catering system; HS&E and FM invoices handling system.
Cashier / Treasury Assistant
The Baron Travel Corporation
Makati, Philippines (April 4, 2005 – October 23, 2006)
 

Job responsibilities:
· Receives payment whether in cash, cheques and cards. 

· Accepts collection from different branches.

· Prepares cashier’s report for all the affiliated companies. 

· Performs treasury assistant functions and activities to the treasury department.

· Inspect, investigate and resolve discrepancies in cash transactions.

· Responsible on all the bank transactions such as deposit & withdrawal of accounts used for operation and petty cash funds. 

· Monitors the billing department and entered the required details in the right files. 

· Maintains and manage all financial records, registers, logs and spreadsheets.

· Respond and resolve customer problems, grievances and issues.


AGE: 



34 yrs. Old




SEX: 



Male



CIVIL STATUS: 

Married
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