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Degree: 
Bachelor of Science in Business Administration, 

Major: Management  

University: Bulacan State University, Graduate on Batch 2011

· PC skills including use of SAP system, EDI and Microsoft Office
· Proven ability to accomplish tasks on scheduled deadlines.

· Self-disciplined and accurate approach to order processing

· Good written and oral communication skills.
· Handles major accounts of the company for Thailand based client (i. e. Unilever)



· Ability to prioritize work load 

· Flexible and committed approach, with a desire to meet company objectives

· Good team working skills and work ethic

· Keen to accept responsibility and accountability
· Self-driven for progressive and continued learning and development


Capgemini


Consulting, IT and Outsourcing

Job Role: Senior Process Associate 


McKinley Hill, Taguig City, Philippines
Length of Service: 12 Apr 2016 – 21 Dec 2016
· Accurately enter and process all incoming orders – Electronic Data Interchange (EDI), web portal based, e-mail.
· Diligently and promptly manage dealer/distributor orders on a daily basis and ensure that every order is processed and delivered on time.
· Daily reports, invoicing, credit notes and others.
· Efficiently manage queries and maintain system data to guarantee smooth order process.
· Set policies and collate its importance to other departments.

· Possess the flexibility necessary to multi-task in a demanding, fast-paced and technical environment.
INGRAM MICRO PTY LTD.


IT Distributor

Job Role: Internal Sales Representative


McKinley Hill, Taguig City, Philippines
 Length of Service: 12 Nov 2012 – 25 Mar 2016
· Responsible for moderate to complex function of order management and for executing job duties with speed and accuracy in a fast-paced environment.
· Data entry of customer registrations.
· Understanding customer needs and requirements.
· Source new sales opportunities through inbound lead follow-up and emails.
· Providing quotations, configurations and other minor technical queries of the customers.
· Servicing the customer provides assistance and support to other members of the Sales Organization. 
· Sets priority of their assigned order entry workload for efficient execution.
· Focus on customers' problem resolution scenarios and on setting expectations.

MAERSK GLOBAL SERVICE CENTRE



Logistics/ Shipping Company 
Job Role: Document Analyst 




Ortigas City, Philippines  


Length of Service:  25 Apr 2011 – 09 Nov 2012



  

· Deliver execution of processes and transactional tasks and being accountable for end results.
· Provide end to end management of our customers' shipment - take ownership. 
· Communicate proactively with country partners and customers and any other relevant stakeholders involved in Maersk Line's business. 
· Understanding customer needs and requirements.
· To cater to all revision requests of the customers. Keeping it up to date for the end user.
· Handles adhoc requests and assist the counterparts.

· Evaluate and assess constantly work processes within own work area and execute process improvement initiatives.
Jollibee Foods Corporation
       



Food Chain/Restaurant

Job Role: Production Crew 




Bulacan, Philippines 




Length of Service: March 2007 – August 2007


       

· Serving the customers the right food, approaching them with a smile. 
· Assisting them and give them the best satisfaction of service I can give.

Jollibee Foods Corporation  
       



Food Chain/Restaurant

Job Role: Production Crew 




Bulacan, Philippines 




Length of Service: March 2006 – February 2007


       

· Serving the customers the right food, approaching them with a smile  
· Assisting them and give them the best satisfaction of service I can give


COASTLINE AND MAINTENANCE SERVICES
       

Construction Firm

Job Role: On the Job Training 



Makati City, Philippines  



Length of Service:  December 2011 – February 2011




· Administrative or organizational task like documentation and encoding of files.


Date of Birth

: 23 November 1985

Age

: 31 years old


Place of Birth

: Bulacan, Philippines

Civil Status
: Single 
Citizenship

: Filipino 


Religion
: Roman Catholic
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� HYPERLINK "mailto:MARK.346713@2freemail.com" �MARK.346713@2freemail.com� 





Areas of Experience: Documents Analyst  


         Purchasing Department 


		         Logistics Department


		         Internal Sales Representative


		      	








EDUCATION





ESSENTIAL SKILLS and EXPERIENCE





KEY ATTRIBUTES





PROFESSIONAL EXPERIENCE





APPRENTICESHIP





PERSONAL INFORMATION
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