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CAREER OBJECTIVE:
To seek more challenging and rewarding job opportunities that will allow me to enhance my skills and apply my hands on experience gained from previous experiences.
SKILLS:  TECHNICAL - Computer Literate such as MS Office (Excel, Word and PowerPoint) and knowledgeable of using pivot and v-look up.

Excellent Communication in English verbal & written, Customer Service, and Time Management.
WORK EXPERIENCE: Minimum work experience of 7 years, preferably in customer service/sales and administrative support functions.
EMPLOYMENT HISTORY
RSH MIDDLE EAST LLC – Dubai, UAE.

Company Industry: Warehouse and Distribution/Retail 
Sales-Logistics Coordinator
(01 July 2012- 30 March 2017)
A. Logistic Coordinator:
· Coordination with customer, forwarders, salesman and Warehouse Department 
· Ensures that all booked orders are properly served to the outlets concerned.

· Generate picking sheet for outbound shipment, ensure that the correct items are picked and pack as per customer requirements and category of goods and that the pick list is verified by the Floor charge.
· Receive pre-alerts, documents from the customer for inbound shipment and inform the Floor In charge in a timely manner, thereby enabling the effective allocation of warehouse space.
· Receive confirmed manual put away from the Floor In Charge, highlight damages and discrepancies to the customer in a timely manner, with supporting pictures where necessary
· Adhere to all inspections, certification, legalization and special process for shipment destined for select locations and inspect inbound shipment for necessary stickers/labels.
· Prepare the Invoices where necessary/packing list, receive all documents and arrange for duties payable to enable the timely preparation of export bills by Custom clearance department while adhering to company policies and procedures
B. Retail/Sales: handling ADIDAS & BEBE brand. Deals with the customer and ensure effective service. Conducts product knowledge to give basic information of the customer. Cashiering from time to time. Quarterly Inventory to ensure accuracy on system balances. Reconciled variances and ensure third party is accountable over shortages
         (11 January 2009- 30 June 2012)

· Handling Sports/Fashion brand such as ADIDAS, UMBRO, SPEEDO, BILLABONG, BEBE, TED BAKER, BCBGMAXAZRIA and more fashion brands.
· Maintain constant presence on sales floor to address customer needs.

· Approach browsing customers and initiate conversation to determine buying preferences.

· Preparing for promotions by rearranging; Stock, adding signage, and merchandizing.

· Handling POS system (Processing payments) Cashier
· Balance credit slips and cash float creating a daily sales report.

· Carried out various task; Yearly inventory, signage, promotion, administrative duties.

METRO ARMS CORPORATION, PHILIPPINES (MAC) 
Company Industry: Manufacturing of Fire Arms 
PURCHASING (BUYER)/INVENTORY CONTROLLER
(07 March 2007- 08 January 2009)
· Procurement: Ensures timely and accurate sourcing of suppliers of raw materials/office supplies/materials, office furniture, and equipment as per Purchase requisitions. Deals with local and inter-company overseas suppliers. Contact them for quotations and do follow ups for outstanding Purchase Order made

· Importation: Coordinates with brokers/forwarders in securing all the necessary importation documents pertaining to the purchased goods from the supplier. Oversees proper and timely Shipment unloading. Prompt Sales for the definite date of shipment arrival
· Inventory Planning: Leads the Sales and Inventory Planning Team in monitoring stock requirements for project and retail

· Warehouse and Distribution: 
· Supervise warehousing and storage of all supplies, equipment and surplus equipment.

· Supervise the delivery of materials and supplies to all district facilities upon schedule and/or request.

· Maintain the inventory of supplies and coordinate the replacement and ordering of such. Maintain records of supplies and materials entering and leaving the warehouse.

· Plan and direct the inventory and stock control programs for equipment & supplies.

THINK BIG SYSTEM, INC. (TBS)
Company Industry: Sales and Marketing 

TELE SERVICE SPECIALIST REPRESENTATIVE (CALL CENTER AGENT) 
(November 20, 2006 to March 05, 2007)

· Qualifying prospects, via outbound telephone calls 

· Making unsolicited outgoing calls and direct mailers to generate new business. 

· Making Calls and Direct Mailers to existing and new prospects from the Company database, rented mailing lists, published directories, trade shows, and off the internet 

· Meeting or exceeding both qualitative and quantitative outbound sales goals on a consistent basis 

· Building rapport and relationships with prospects through prompt, courteous and professional service 

· Handling and responding to incoming sales inquiries that are generated but not limited to advertising, direct mail, or referrals. These incoming inquiries can be via incoming telephone calls, e-mails, faxes or regular mail

REEL SERVICE PHILIPPINES, INC. (RSPI)
Company Industry: Manufacturing of Computer Hardware 

        HR - PAYROLL ASSISTANT
        (01 January 2006 to 30 June 2006)

· Compute wages and deduction and enter data into database

· Record employees information such as overtime, vacation advances and resignation in order to maintain and update payroll records

· Provide information to all employees and manager payroll issues

· Timely completion to all payroll process in cooperation with the administrators

· Produce  and issue payslips and statements of deductions

· Other duties and provide administrative support to the 
HR Manager

AUTOMOTIVE AIRCONDITIONING TECHNOLOGY PHILIPPINES, INC (AATPI)
Company Industry: Manufacturing and Production 
IMPORT/EXPORT MARKETING STAFF
      (15 April 2005 -15 December 2005)
· Summarize and gathered weekly shipment schedule for Asia and Europe account

· Expedite production line output (finished product) to ensure weekly shipment

· Coordinate to all concern department regards to weekly shipment (Warehouse/Packing section)

· Customer correspondence such as Inquiries, Purchase Order, Forecast,

· Process shipping documents, coordination with the PEZA In-charge for permit

· Process and arrange the collection of all shipped documents via courier (DHL/UPS and others)
· Update and monitoring of weekly sales report

· Other duties and provide administrative support to the Singaporean Marketing Manager

PROGRESSIVE COMPONETNTS & PARTS INCORPORATION (PCPI)
 (Group of Company by AATPI)
OPERATIONS SECRETARY
             (18 October 1997 -14 April 2005)
Company Industry: Manufacturing and Automotive/Metal Fabrication 
Job Role: Secretarial

· As the only female in this company, responsible for HRAD duties such as payroll  and process of issuance personnel certificate such as Certificate of Employment & government certificate.
· Responsible to keep and update employees personal information 

· Checks the compliance of the third party service providers on the daily submission of required reports, personnel discipline, wearing of uniforms, good housekeeping and physical appearance of the fleet.

· Petty Cash custodian – monthly financial report  

· Responsible in monitoring & inventory control stock of carbide tools (CNC machine tools)

· In-charge for receiving of goods from supplier & arrange daily deliveries of all finished product to the customer (Warehouse/Logistic)

· Responsible in Purchasing matter such as ordering of production requirement
· Responsible in Warehouse matter such as monthly & yearly count (Inventory) 
· Other duties and provide administrative support to the Operations Manager

ACADEMIC BACKGROUND          
Computer Secretarial Course 
                              

AMA COMPUTER COLLEGE Calamba Laguna, Philippines 
Graduated (2002)
