
IAN 
Lan.363335@2freemail.com
OBJECTIVE:
A VIBRANT, HARDWORKING, DETERMINED & HONEST INDIVIDUAL who makes sure to get the job well done.  Possessing good communication skills combined with the ability to relate well to people at all levels. Now seeking any challenging and rewarding opportunity.
SUMMARY OF WORKING EXPERIENCE:
EXPORTS AND LOGISTICS 
Cosmedical Solutions LLC 

LOGISTIC COORDINATOR - October, 2015 to present
Responsibilities:
· Preparing Import/Export documents for Custom purpose.

· Dealing with Courier/Shipping Company for Import/Export shipments.

· Knowledge of SASO Certificates specially Saudi Shipments

· Dealing with all the suppliers for Forecasting orders.

· Monitoring Inventory weekly, monthly & yearly.

· Making reports on distributor’s status monthly & yearly.

· Preparing Local orders daily.

· Monitoring local & export stocks.
· Forecasting stocks per Quarter.

· Knowledge of Peachtree inventory reports.
· Knowledge of Pact inventory reports.
OPERATION IN CHARGE
Smart Mail Service LLC – Logistic Company (DAFZA FG-2)
OPERATION IN CHARGE  December 2013 to September 2015
Responsibilities:
· Providing customer support in logistics environment for Courier Industry

· Well verse of Company web portal for tracking shipments and updating the current status 
· Taking Orders and attending Inquiries.
· Preparing correspondence and Reports.
· Clearing Export Courier/Cargo Shipments.

· Clearing Import Courier/Cargo Shipments.

· Documentation for CID Approval Import/Export Shipments.

· Processing DO/Invoice Import/Export Shipments.

· Knowledge of online Calogi for Import and Export Processing. 

· Knowledge of Customs Dubai Trade Portal for Processing of Import and Export Bill

· Coordinating with other courier company for third party transaction.

· Directly Monitoring Clients transactions.

Escalation Agent Support Representative
Six Eleven Global Service 
Davao City, Philippines
2nd Level of Support Agent Febuary 23, 2010 to November 19, 2013
Responsibilities:

· Provide high level of support by understanding the diverse need of customers to resolve customer’s complaints and coordinate with the Upper Management resulting in improved policies and expedite the process.

· Troubleshoot using software applications and any personal computer.
· Configure Router Setups.
· Identifying problem issues and reporting them to the Upper Management with my suggestions to resolve issues.

· Deal with customer issues in a professional manner and to diffuse any and all irate customers to the best of my ability.

· High energy, resilience, and excellent time management skills.
· Offer alternative solutions where appropriate with the objective of retaining customer’s and client’s business.

· Follow up and make scheduled call backs to customers where necessary.

· Organize ideas and communicate oral messages appropriate to listeners and situations.

· Deliver service and support to end-users using and operating automated call distribution phone software, via remote connection or over the Internet.

· Request and issue debit/credit memos and return goods authorizations as required.
EDUCATION:                           SAN PEDRO COLLEGE                                                                                    [2008]

                                                              Bachelor of Science in Information Technology      
                                                               HOLY CROSS OF AGDAO                                                                     [2004]

                                                         Secondary Education
                                                               HOLY CROSS OF DAVAO                                                                     [2000]
                                                               Elementary Education

SKILLS:

• Knowledge of correct English usage and grammar 
• Typing Speed 60-65 WPM
• Proficient in Microsoft Application and Computer literate
• Knowledge of the organization and maintenance of filing systems 
• Knowledge of online Calogi for Import and Export Processing.

· Mirsal II / Bill Of Entry Import & Export.
• Attention to detail and commitment to quality.
• Able to multi-task and prioritize tasks in situations of multiple requests.
• Ability to work efficiently under pressure. 
• Knowledge of SASO Certificate processing.
PERSONAL DATA

Nationality:
Filipino

Age:

29 years old

Sex:

Male

Civil Status:
Married

Visa Status:
Employment Visa until present (Transferable) 
I hereby affirm that the above is legitimate and true.

