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CAREER SUMMARY AND KEY EXPERTISE:
I am well versed in the administrative operations for Cargo Logistics / Finance / Quality Inspection / Production /Customer Service/Marketing and Sales/ Shipping / Trade / Import & Export industries for 6 years. I was given the opportunity to lead as head of administration for logistics and execution; my primary role was to supervise, control, lead and organize all foreign and local shipments of various cargoes; ensured that all coordination, reports and documentation process are executed accordingly. It gave me the ability to work under pressure which challenged and pushed my limits, and dedication towards the job. I appreciate the challenge and take full responsibility of being a leader to organize and control various situations; as well as ensuring timely executions for both short and long term objectives. I look forward as well to contribute and share my experience to further develop and challenge my skills for a corporate management role to both Hotel and Airline industries.
PROFESSIONAL EXPERIENCE: 
	COMPANY NAME / YEARS RENDERED
	POSITION / AREA OF RESPONSIBILITY
	INDUSTRY BACKGROUND / JOB RESPONSIBILITIES

	ECOTEC GLOBAL 

JUNE 2014 – PRESENT

	ADMINISTRATIVE HEAD - LOGISTICS  AND EXECUTION / DOCUMENTATION - IMPORT/ EXPORT OPERATIONS
	GAFTA (Grain and Feed Trade Association) approved superintendent and surveyor Member and one of the leading Quality Inspectorate/Surveyors that engages in Marine Survey, Inspection, Quantity and Quality control of cargoes across Europe, Russia, South America, Australia, and Saudi Arabia. Below listed are my key job responsibilities:
· Direct control of coordination from suppliers and shippers, advising types of order to affiliates and sub-contractors.
· Verified that the transactions comply with financial policies and company procedures and regulations.
· Prepared and controlled all types of quality inspection certificates that comply with the L/C Document Instructions and final Bill of Lading document provided by the shippers. 
· Monitored daily statement of facts regards to loading operations.

· Daily advice and updates to clients regards to their cargo and tonnages, and other technical or commercial aspects related.

· Monitored and supervised daily updates and transactions being held by company affiliates; controlled various reports; shipment records, daily tonnages per cargo/country.  
· Controlled invoices for both company and affiliates; ensuring that all are prepared and executed accordingly upon company regulation and modified agreements.  
· Responsible for general office organization, managing reception staff and facilities. Oversee reception, liaise with HR and facilities management.

· Manage office upkeep, trade license and registration annual renewals, and arranging events and corporate functions.

· Controlling the main communication point within the Directors team, senior company figures and international stakeholders.

	PHILIPPINE PHOSPHATE FERTILIZER CORPORATION

MARCH 2011 – JUNE 2013
JUNE 2013 – APRIL 2014
	MARKETING ASSISTANT- EXPORT SALES/SHIPPING COORDINATOR/LC
FINANCE ANALYST – LC EXPORT DOCUMENTATION
	A highly renowned manufacturing corporation that engages in the production of phosphate fertilizers and related chemicals that are produced and exported to South east Asian countries. 
From 2011-2013, I became a Marketing Assistant that reported directly to the Treasury SVP for LC’s, Loans, Export Sales and Foreign Shipping, below listed are my key job responsibilities: 
· Direct coordination from acquisition of raw materials (production) and manufacturing of finished product to informing all related parties involved.
· Ensured cargo bag availability (labels/markings) for specific product; direct coordination with manufacturer/sub-contractors.

· Coordinating all documentation for overseas shipments, including legalization of documents and verification of sales contracts. 

· Ensured product samples meet with buyer specifications/requirements prior to shipping via courier delivery.
· Ensured that the Price/shipment terms and regulations/LC requirements stipulated and agreed by the parties involved from the sales contract are executed accordingly.

· Ensured cargo availability meets with vessel loading requirements and port regulations.
· Coordinating with vessel agents and buyers for nominations and fixtures to vessel acceptance. 

· Following up the shipment according to shipment contract period 
· Checking all the status of the shipments and coordinating with shipping companies and quality surveyors for vessel loading.
· Shipment tracking and updating schedule reports to the directors and customers on timely basis. 

· Coordinating with courier, forwarder, supplier, head office & customer regarding the schedule of shipments. 
In 2013-2014, I became a Financial Analyst for LC’s and Loans; below listed are my key job responsibilities: 
· Monitoring of LC Documentations, budget and sales, exporting documents, certificates, and full coordination for local and foreign banks.
· Freight negotiations with Shipping Lines, providing B/L Instructions & confirmation for export shipments and related instructions for various certificates and switch B/L

· Handling entire documentation involved from finalization of order to completion of order - Commercial Invoices, Packing List, arranging the certificate of origin, Form-D (if required).

· Advising the documentary instructions according to the shipments and send the bag marking requirements to manufacturers and shipper for customer requirement. 
· Handling queries from customers, subsidiaries and overseas offices regarding order documents and shipments. 

· Arranging the switch BL before arrival of the cargo at the destination. 

· Monitoring Import / Export shipments and verifying Bill of Lading, Invoices, Packing List, Certificates of origin, etc.
· Controlled LC Bank requirements, documentations and issuance of various certificate and documents.

	ZONE EQUITY / HALL GOLD BUSINESS CONSULTANTS
DEC. 2010 – MAR. 2011
	FOREX BROKER - SALES / MARKETING   
	A pioneer and provider of online trading services in the OTC Spot Foreign Exchange Market. 
· Monitored accounts and deliver project presentations to prospecting clients. 
· Managed Sales and Marketing, well experienced in customer service and telemarketing.


	SINCERITY INTERNATIONAL CARGO / Int’l Sea/air Freight Forwarders
AUG. 2010 – DEC. 2010
	PR / MARKETING AND OPERATIONS

	Cargo logistics transportation of diverse seafood products from local suppliers to foreign destinations via Air/Sea Freight Cargo. 
· Ensured timely delivery of cargoes, and hands-on operations with monitoring of documents. 
· Handling client meetings of local suppliers to prospecting clients for foreign buyers.



EDUCATIONAL ATTAINMENT:
	YEAR
	UNIVERSTITY/ COLLEGE / PRIMARY AND SECONDARY SCHOOL
	DEGREE
	MAJOR

	2005 - 2010
	DE LA SALLE – COLLEGE OF SAINT BENILDE
	BACHELOR OF SCIENCE IN BUSINESS ADMINISTRATION
	EXPORT MANAGEMENT

	2001 - 2005
	PAREF – SOUTHRIDGE SCHOOL
	HIGH SCHOOL (SECONDARY)
	


KEY SKILLS AND GENERAL RESPONSIBILITIES: 
· Experienced in the field of Logistics and Execution, Administrative Operations, Manufacturing and Production, Marketing and Sales, Customer Service, Public Relations, Operations Management, Shipping Coordination and Bank Letter of Credit (L/C) Documentations. 
· Proficient and well experienced in MS Office (Word, Excel, Outlook, and Power-point), maintaining office records, schedules and ad hoc project work in reports and presentations.
· Able to adapt outdoor work-related events / functions/ operations, work in various conditions.

· Highly fluent in English with excellent written and oral communication skills.
· Has high priority for organizing, multi-tasking and ensuring timely submission of deadlines.
· Able to lead pro-actively and ability to work under pressure at the same time maintains an active and positive work-life balance routine.
