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Rosita
Rosita.359019@2freemail.com 

Objective overview

SAP and ERP knowledgeable. Business Administration graduate seeking for supervisory or any other related position. Handle monthly reports, confidential data, initial interview with new applicants, process billings, perform purchase requisition and goods receipt, inventory assist, clerical works, asset reconciliation, handle people for 11 years in various departments. Communicate with Suppliers and market. Liase with Store branches Teams requirements. Procurement.

Educational Background:

	
	
	
	

	College
	Lyceum of the Philippines, Intramuros,  Manila
	1999

	
	BSBA Major in Business Management
	

	High School
	Manila High School,Intramuros, Manila
	1993

	Elementary
	Project 6 Elementary School, Quezon City
	1988


Special Skills:

Have knowledge in SAP (Role: Goods Receiver, Purchase Requisition, GD Clerk, Order Processing), Computer literate (Microsoft Excel, Microsoft Word, Pivot Table, power point), Have knowledge in ERP, driving.

Work Experience:

Distributing Liaising Executive



Sharaf DG LLC-Main Office, Garhoud, Dubai, UAE

April 26, 2015 – present
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DLA Executive

Deal with Authorized Suppliers, Market Suppliers, retail outlets.

Procurement of electronic goods and accessories with Authorized Suppliers and Market Suppliers. Process Brand Promise requests from SDG store to SDG Stores or to customer’s place.

Fulfill Brand Promise requests within 24 hours to meet customer satisfaction.. Organize and maintain master files.

Handle monthly and weekly reports and other reports as needed.

Trade Asset Mgmt.-Supervisor
Nestlé Philippines, Inc. – Rockwell, Makati

January 29,2008 – March 06, 2015
Cust.Service –Ice Cream and Fresh Dairy Dept.
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CSV Solutions, Inc.

Receive emails and fax requests for deployment and pull out of Trade Assets like freezers, chillers, blast freezers, motor bikes, carritos and accessories from Account Sales Executive or Distributors.

Receive emails, phone calls and text message of customer complaints and requests.

Issue SAP system generated number to accredited Service Providers to serve requests in their area. Download daily all processed requests from SAP system to Excel file.

Monitor/update daily movements of nationwide transactions emailed by Providers in the consolidated Excel master file. Track and resolve pending requests by coordinating and email updates weekly to Sales force.

Update in SAP system important details of transactions based on TA documents billed by Service Providers. Measure SP performance by generating monthly KPI Reports using Pivot table.

Inform Service Providers for their KPI results and advice resolutions for missed performances.

Perform Goods Receipt in SAP system to process billing invoices of Service Providers for rendered services. Perform Purchase Requisition in SAP system of for accredited SP for procurement of goods and services.

Assists to inventory and asset reconciliation. Maintain records of all Trade assets transactions and reports.

Involves in monthly meetings. Also, in annual meeting with all the staff and owner of our Providers nationwide. Cascade to team implementations for improvement of the daily end to end TA process.

Handle initial interviews for new applicants for the team. Monitor performances of each team member. Monthly Inventory and requisitions of office supplies.

Liquidator
Nestlé Philippines, Inc.- Aurora DC Warehouse, Logistics

March 23, 2006 – January 28, 2008
Cust. Svc. – Ice Cream Business Unit, TLC

Liquidate invoices for delivered and undelivered goods of customers to process billing.

Process invoice in material handling (SAP) for the preparation of truck loads for delivery of goods.

SO Encoder
Nestlé Philippines, Inc. – Rockwell, Makati

July 11, 2004 – July 31, 2005
Cust. Svc. – Grocery Business Unit,  MEGS, CSV Solutions, Inc.

Sales Order entry to SAP for direct and indirect customers.

Document Clerk
Nestlé Philippines, Inc. Manggahan DC Warehouse, Logistics

Jan. 30, 2002 – Jan. 20, 2003
Cust. Svc. -Grocery Business Unit, ACES, E Migration

Process invoice for delivered and undelivered goods from outlet to process billing to outlets. Assists monthly inventory of warehouse stocks.

Distributor
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CLASSIQUE Herbs International

Ortigas Center, Pasig City

January 2003 – June 2004

Perform product demonstration of herbal products to prospective consumers and generate sales.

Distributor
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GANO Excel Philippines, Inc.

Edsa, Quezon City

August 2000 – December 2001

Perform product demonstration of herbal products to prospective consumers and generate sales.

Office Staff
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H. R. D. (s) PTE., LTD.

Rosario, Cavite

April 12, 2000 – July 10, 2000

 
Assist in details of house plans to support the raw house materials for shipping abroad.

Seminars/Trainings Attended:

Speaking and Writing as Forms of Communication, University of the Philippines, Quezon City April 26, 1998

Competence and Skills: Basic Tools for Employment, Lyceum of the Philippines, Manila, January 21, 1998

On-the-Job Training, Office Staff, PLDT Binondo Exchange SPC Office, Manila, August 18, 1998 – October 05, 1998

Extra-Curricular Activities:

Varsity, Table Tennis, Lyceum of the Philippines, Manila, 1997-1999.

Joined and won Sharaf DG Table Tennis Championship League, April 2016.

I hereby certify that the above statement is true and correct to the best of my knowledge and

ability.

*Personal reference shall be provided upon request.

