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Flordeliza 





Flordeliza.356138@2freemail.com





Career Objective:  


To be able to work and be part of a strong and established organization that gives opportunities for the advancement of my career in the field of Procurement, Administration, Customer Service and other related fields, shared my gained knowledge and experience, and work as a team player for the success of the organization.


Qualification:  


With 8 years of solid background and experience in Purchasing, administration, and inventory,  in a Malaysian firm, 5 years experience as a Junior Supervisor in a Japanese manufacturing firm, 2 years experience as a Junior Supervisor in a Dutch firm.


PROFESSION HISTORY:





YONSEI LEARNING CENTER


Position:Tutor of English Language for Korean Students


Date: March 01 to November 30, 2016





HINDUJA GLOBALSOLUTION (Manila, Philippines)


Position:  CALL CENTER AGENT/Customer Associate


Date of Employment: Nov. 18, 2014 – Feb. 28, 2016


JOB DESCRIPTION:


Answer Calls and respond to e-mail/chat. Handle customer inquiries by phone and e-mail. Research required information using available resources. Manage and resolve customer complaints. Provide customers with product and service information. Enter new customer information into system. Update existing customer  information.  Process Order, forms and application. Identify and escalate priority issues. Route calls to appropriate resource, Follow up customer calls where necessary. Document all call information according to Standard Operation Procedures.


Complete call logs.  Produce call reports.





ARRIVA MEDICAL (Manila, Philippines)


Position: CALL CENTER AGENT/Telesales Agent


Date of Employment:  June 24, 2013 – Sept. 15, 2014


JOB DESCRIPTION:


Deal with customers either by phone, e-mail or chat.


Respond promptly to customer inquiries. Handle and resolve customer complaints. Obtain and evaluate all relevant information to handle product and service inquiries. Provide pricing and delivery information. Perform customers verification. Set-up new customers’ accounts.


Process orders, forms, applications and requests. Organize work flow to  meet customer timeframes. Direct request and unresolved issues to the designated resource. Manage customers’ accounts. Keep records of customers transactions and interactions. Record details of inquiries, comments and complaints. Record details of action taken. Prepare and distribute customer activity reports. Maintain customer databases. Manage administration. Communicate and coordinate with internal departments. Follow-up on customer interactions.  Provide feedback on the efficiency of the customer service process.





GOLDEN RELIEF RESOURCES (DEIRA, DUBAI UAE) 


Position:  Procurement Officer


Date of Employment: January 18, 2010 – February14, 2011


JOB DESCRIPTION:


Source the Materials with reference to end users’ specification.  Search the local & foreign market for the best price, with the best quality, by sending RFQs.  Generate a quotation analysis, for price comparison prior to generation of PO. Performs vendors’ monthly performance evaluation.





























	 








 GOLDEN RELIEF’S  -  CONTINUATION -


Create PO for all approved Purchase Requisitons.  Expedite Delivery by constant follow-up and monitoring from the suppliers’ side,  up to the end users’ location.  Submission of Delivery Notes and Invoices to the accounts department for Payment processing.  Generate report for monthly purchases against cost savings done.





MULTIFORMS CO. LLC.  (DUBAI INVESTMENT PARK)


Position:  Purchasing Officer


Date of Employment: September 22, 2008 to December ‘09


JOB DESCRIPTION


Conduct negotiations for the most competitive price, reasonable payment terms, shortest delivery time & lead time and smallest minimum quantity required.


 Receive and audit all invoices coming from the suppliers, by means of comparison for every unit price, unit of measurement, quantity and total amount against the Purchase Order. Double check the quantity delivered and  declared on the Delivery note against the Good Receipt Note.  Seek approval from  all the signatories for the service/services rendered by the suppliers.  Follow-up receipt confirmations from our overseas office and branches regarding the materials directly delivered, prior to GRN generation.  Continuous sourcing of materials from local & foreign market, to ensure continuous production and maintain the company’s competitiveness in the market.





HYDROLINK GROUP OF COMPANY (JAFZA/DUBAI UAE)


Position:  Purhaser cum Customer Service Rep.


Date of Employment:  October 08, 2006 to August 30, 2008


JOB DESCRIPTION:


Generate quotation as per Sales Executives’ advice/instructions, generate DO & Proforma Invoice.  Follow-up Quotations & orders from Clients.  Source materials according to requirement and suitability for use by the production.  Source & Evaluate suppliers prior to qualification. Negotiate the best price & terms of payment from the suppliers  Do the pricing of materials with price comparisons on hand.  Follow-up approvals according to urgency.  Generate Purchase Orders to be sent to suppliers. Generate L/C application if the agreement requires. Negotiate delivery terms to suppliers.  Arrange the mode of shipment to the suppliers.   Follow-up and expedite delivery time from Suppliers.  Monitors delivery schedule.  Inform endusers once delivery was done.  Knowledge of ERP.





AL MAMORA KIDDIES’ GROUND (BUR DUBAI, UAE)


Position:  Tutor in English & Basic French                     Date: June – September 2006





GLOBETRONICS PHILIPPINES, INC. (FCIE – CAVITE)


Position: Purchasing Supervisor


Date of Employment:  January 1998 – May 2006                             JOB DESCRIPTION:


	Issuance of Request/Purchase Orders for quotations and sealed bids then evaluating comparison statements.


-         Plan and implement the purchasing cost cutting projects.  Control the expenditures of the company by setting up departmental Budget. Do the weekly and monthly summary report of purchases. Do the actual negotiations of materials/services purchase with the suppliers. Review and revise specs of procedures in purchasing system.Maintain standards of quality in materials,  based on suitability  for use.  





Av 


      GLOBETRONICS’ – CONTINUATION -


      Procure materials at the lowest cost with consistency in the quality and service required. Maintain continuity of supply to support  the manufacturing schedule.  Implement the minimum investment in materials inventory and consistency in safety and economic advantage. Avoid duplication, waste and obsolescence of purchased materials. Maintain the company’s competitive position in  the market and maintain its profit as far as materials are concerned. Analyze and report on long-range availability and cost of major purchased items. Source of prospect customers for products’ disposal.  Schedule the time of Visit to customers for product demonstration,further discussion and evaluation. Coordinate with customers’ new POs for product ordering. Facilitate the payment process for captured orders.





PHIILIPPINE DAI-ICHI KAI-SEIKO LTD.


Position:  Team Leader


Date of Employment:  July 1989 – March 1995





JOB DESCRIPTION:


-         Prepare materials’ request for ordering. Monitor and follow-up suppliers’ delivery of materials.  Prepare job schedule for manpower. Coordinate and Check the shipments’ schedules. Coordinate priorities/Targets of activities. Frequent monitoring of sub-assy manpower in the production area. Review, change of  orders for re-ordering. Conduct trainings and orientations for newly hired sub-assy  manpower. Prepare the monthly ending and beginning  inventories. Update accomplishment reports.  Perform Clerical works like typing and filing. Prepare memos and other means of communication. Encourage subordinates to increase productivity.  Balance sub-assy line in the production area.  Prepare the minutes of the weekly production meetings.  Monitors the weekly progress of the production as projected thru graphs and charts.  Daily supervision of work and other activities in the production area.  Act as a material comptroller with respect to program of materials versus the actual material consumption, and this is being done thru daily monitoring of incoming and outgoing materials.


-      


      PHILIPPINE DATABASE AND SERVICES, INC.


Position:  Data Encoder


Date of Employment:  October 1987 – December 1987





JOB DESCRIPTION:


-         Encode voters’ affidavit (project basis)


-         Clerical Works (Filing, Typing)


-         Update accomplishment  reports





PHILIPS COMPONENTS PHILIPPINES, INC.


Position:  Lead Girl


Date of Employment:  June 1984 – August 1986





JOB DESCRIPTION:


-       Conduct beginning inventories before the shift starts.        Monitor the testing machines for maintenance.        Frequent monitoring of operators’ activities in the production area, Plan and organize priorities to hit expected targets.  Schedule and balance the no.  of operators in the production line, Update of daily and monthly reports.  Ensure that quality and quantity go hand in hand.   Promote the program of productivity, Supervision of shop rules and regulations (make it a point that procedures are being implemented and followed), Control materials’ consumption by monitoring  and comparing incoming and outgoing  materials, Prepare material request  for ordering. Conduct monthly beginning and ending inventories,        Frequent monitoring and follow-up of suppliers’ delivery of materials, Demonstration of production status thru charts and graphs, Conduct trainings and seminars on newly hired sub-assy operators. Perform Clerical Jobs, such as typing, filing and etc.





























PROFESSIONAL SKILLS:


 


	Knowledge of MS Office (MS Word, Excel, PowerPoint)


K	Knowledge in Internet Browsing


Knowledge of Typing and Office Equipment usage such as fax machine, copier, printing and scanning.


Typing Speed: 30-45 wpm





TRAINING ATTENDED:





CISCP-Certified International Supply Chain Professional





From: May 14 to August 23, 2010





School:  Blue Ocean Academy (Under the umbrella of 


                  Career Institute)





Address:  Office# 210 KFC Bldg., Al Shaffar, Trade Center


                        Road, Dubai, UAE    





Product Launching -  From May – June 1993





Address:  Phil. Dai-Ichi – Yamanashi, Yamanashi, Japan


                       





STRENGTH QUALIFICATIONS:





Fluent in English Language both oral and written


Posses strong and confident interpersonal skills


Dynamic and motivated individual and can work under


    pressure with less supervision


Optimistic and professional in dealing with everyday


    Endeavors


Willing to learn new things for improvement/innovation


Cooperative and a good team player





EDUCATIONAL BACKGROUND:





Vocational Course:


General Clerical Course 





School: Sacred Heart University - Philippines





Degree:


	Bachelor of Science in Foreign Service





School: Lyceum of the Philippines 





Post Graduate:


Supplemental Units in Education (Specializing in English Language )





School: University of Perpetual Help Rizal - Philippines





PERSONAL BACKGROUND:





Nationality:	Filipino


Civil Status:	Widow 


Language:	English, Tagalog, Basic French


Height:		5’ 3”


Weight:		100 lbs.


Birth Place:	Pamplona, Las Piňas City, Philippines




















                                                                                                          























































































































































































































PERSONAL BACKGROUND:





Nationality:	Filipino


Civil Status:	Widow 


Language:	English, Tagalog, little french


Height:		5’ 3”


Weight:		100 lbs.


Birth Place:	Pamplona, Las Piňas City, Philippines











