Margie.361726@2freemail.com 


CAREER OBJECTIVE- to secure a responsible and challenging position by which I can utilize my education, professional skills and previous work experiences thereby becoming a reliable and valuable asset towards growth of the organization.

WORKING EXPERIENCES:


CUSTOMER SERVICE ASSOCIATE-
Convergys Philippines Services Corporation



                         
Cebu I.T. Park, Lahug, Cebu City 6000, Philippines



                         
September 14, 2015- January 15, 2016
Duties and Responsibilities: 
· Technical support for Telephone and Internet from our customers from North Eastern America.

· Transferring the misrouted calls to the correct concern department.
IMPORT & LOCAL PURCHASER-
S.I. STUD INC. / TECHNICAL METAL EST.



                         
P.O. BOX: 41534, Hamriya Free Zone, Sharjah-U.A.E




                         
August 10, 2013 – February 8, 2015
Duties and Responsibilities: 
LOCAL PURCHASE ORDER PROCEDURE:

· Upon receiving the material requisition from the store in-charge, production or sales team, make a study of price comparison containing previous order of same material and same time sending inquiries to different vendors for price quotation of the materials needed.

· Upon receipt of quotation from Suppliers, prepare comparison sheet and discuss with the MD to confirm or close it as order & prepare and issue the Local Purchase Order.
· Responsible for all the follow-up activities thereafter.

· Co-ordinate with the store in-charge for the receipt of ordered materials.

· Prepare Daily Purchase Report

INTERNATIONAL PURCHASE ORDER PROCEDURE:
· Upon receipt of Fasteners Monthly Consumption Report from our store-in-charge, we will hand over the copy to our MD.  After studying the report and writing down the quantities for each size of material to be procured, then we will send the inquiry to our International Suppliers.

· Upon receipt of quotation from Suppliers, prepare comparison sheet and discuss with the MD to confirm or close it as order & prepare and issue the International Purchase Order.
· Responsible for all the follow-up activities thereafter.

· Once Supplier informed us that the material has been dispatch, we will see to it that soft copies of documents will be forwarded to us. Then ensure to get the documents tracking number from Supplier so that we can inform our Accounts to pull out the Original copy of shipping documents from our Bank and pay the necessary amount mentioned in the Invoice so that they can hand it over to our Clearing Agent.
· Once goods are under clearing, we have to inform our Store-in-Charge and QC Department for the arrival of goods into our premises and send them a soft copy of Invoice (without company name and price) and Packing List.
· Hand over to QC Department the hard copy of Material Test Certificate.
IMPORT PURCHASING COORDINATOR- 
Middle East Switchgear Ind., Ltd.
LOGISTIC COORDINATOR
                     
P.O. BOX: 22364, Industrial Area 6, Sharjah-U.A.E






      
September 11, 2012 – June 2013
Duties and Responsibilities: 

· Upon receiving the material requisition from the store in-charge, make a study of comparison containing previous order of same material and at the same time sending inquiries to different vendors for price quotation of the materials needed.
· Discuss and finalized with the Managing Director and take his approval.
· After finalizing, confirm to the Supplier through Purchase Order with MD signature.
· The supplier will reply in return through Proforma Invoice and Bank information for the confirmation of the order and payment.

· Coordinate with Accounting Department to transact the payment and other financial matter regarding the shipment.

· Follow-up order and delivery status.
· Take from the Supplier the approximate Weight, Volume and Packaging details in order to arrange forwarder to pick-up the goods according to the shipment term.

· Intimate the Supplier to send the original copies of shipping documents once it is dispatch from them.

· Upon receipt of original shipping documents, apply legalization if it is required.
· Once goods arrive in the Airport or Jebel Ali port, contact the shipping company for the arrival notice and ask for the handling and collection charges.
· Prepare the approximate expenditures request for the Clearing and Collection and submit to Accounts Department.

· Upon receipt of the cash requested for the Clearing and Collection from Accounts Department, endorse to the driver the Arrival Notice, Original copy of Invoice, Packing List, Certificate of Origin and Bill of Lading.

· Instruct the driver to collect the Original copy of Delivery Order from the shipping company and pay the necessary charges from them.

· Driver will then proceed to the clearing agent to apply the Bill of Entry and submit all the original documents.

· Follow-up with the clearing agent the approval of the applied Bill of Entry, and once it is approved instruct the driver to collect the documents and the goods from the port.
· After the completion of the delivery, prepare Costing Sheet to show landed cost of each material then submit to the Accounts Department for reference of the shipment.
· Entire process should be done for import orders.
SECRETARY CUM OFFICE COORDINATOR /

 - 
Al Safeer Group of Companies
PURCHASING & SALES COORDINATOR /


P.O. BOX: 22320, Industrial Area 1, Sharjah-U.A.E

MARKETING ASST. (ELECTRONICS DIVISION) 

June 9, 2009 – June 30, 2012
Duties and Responsibilities: 

· Placing daily Purchase Orders coming from all Al Safeer outlets and sending it to respective Suppliers.
· Calling the Suppliers and informing the placed orders which were sent to them. Then making follow-ups regarding the delivery.
· Handling staff and Supplier’s concern

· Making and updating approved product list of all suppliers.
· Making stock/inventory  reports 

· Making Quotations
· Attending/Making calls from-to Suppliers and Safeer branches (Electronics Division) staffs.
· Checking/replying e-mails and making business letter of correspondence as per COO and Supervisors request.
· Providing clerical and general support to the office and staff (branches and warehouse).
· Making the business agreement annually.
· Coordinating promotional activities.
· Doing follow-ups through phone and e-mail.
· Making revised prices and branches stock reports.

· Making and sending promotional letters and list of promo items to all Suppliers and Branches.
· Activating ETISALAT and DU sim cards of our customers.
· Making PRICE BOARDS for promotions for all our branches
· Making excel sheets of our staffs annual increment according to my COO’s advice.

·  Making and updating Suppliers approved product list

· Making proforma invoices as per our Accounts Department  request
· Receiving and dispatching all incoming letters, faxes, couriers and other materials.
· Overall management of the office, including office equipment, housekeeping, etc
· Making minutes of meeting
EXECUTIVE SECRETARY-
PHILAMLIFE General Insurance Company

          
Rm. 207, Solon Unit, PHILAMLIFE Bldg.




          
Osmeña Boulevard, Cebu City




         
September 4, 2007- May 15, 2009
Duties and Responsibilities: 

 - Remind policy holders in there premium dues
 - Collect premium per clients advise and pay it to the cashier
 - Do paperworks in the office

 - Answer the needs and concerns of client
- Update records from time to time, especially when we have new clients

- Make summaries for files and collectibles for Family policy holder 
- Travel booking for my boss when needed through internet 
OTHER PREVIOUS WORK EXPERIENCES:
VARIETY STORE MANAGER- September 8, 2004 to June 6, 2007

SELLING CLERK- November 29, 2003 to April 20, 2004

PRACTICUM-
June 16,2003 to August 15,2003

SUMMER JOB (SOCIAL WORKER)- April to May 2003

SUMMER JOB (CLERICAL JOB)- May to June 2002 
PARTIMER- October 2000- March 2001
PRODUCTION WORKER- June to November 1999 
PRODUCTION WORKER- October 1996- April 1997 
EDUCATIONAL ATTAINTMENT

Tertiary


Bachelor of Science in Commerce


2000-2003


Major in Banking and Finance


University of Cebu





Sanciangko Street, Cebu City


Secondary


Abellana National School



1992-1996


Osmeña Boulevard, Cebu City

Elementary


City Central Elementary School


1986-1992


Osmeña Boulevard, Cebu City

MISCELLANEOUS

Personal Strengths:

I am very hardworking, honest and willing to learn. I can organize people to work on a goal. I am also very flexible and this helps me have a good personal relationship with people in different levels. And has the ability to work under pressure, persevere and motivated.

Strengths:

· Excellent computer skills (MS Word,Excel,Powerpoint / MS Outlook) 

· Excellent communication skill

· Good leadership Skills
PERSONAL PARTICULARS

Birth Date

: June 11, 1979

Birth Place

: Cebu City

Religion


: Christian
Civil Status

: Single
Passport Expiry

: 17th October 2018
