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ROGELYN 
Email: rogelyn.381533@2freemail.com 
Customer Service and Supply Chain Coordinator
12+ years of Professional Experience

Proactive, high-energy professional with excellent customer service skills proven to build trust and develop effective relation. Strategic and innovative thinker, solve work challenges for improvements to increase efficiency and customer satisfaction surpassing expectations.

Dedicated multi-tasker who thrives in a busy, dynamic environment of International Trade Import & Export with strong coordination, negotiation and influencing skills with positive, charismatic can-do attitude. Articulate, persuasive & persistent in dealing with all levels of management and diverse clientele. 

Highly dependable, result-oriented and meticulous with solid track record of progressive accomplishments handling logistics especially during high-level workloads within strict deadlines.
SKILLS

• Logistics, Distribution, Procurement and Customer Service •B2B Marketing •Negotiation & Bargaining

• Import / Export Documentation (inco terms) &/or based on L/C terms & conditions •Bank documentation 

• Quotation, LPO/PO, Invoicing •Inventory Management •Document control & File Management •
• Office Administration •Basic Accounting •Sales Planning 
IT SKILLS

• SAP SYSTEM (Material management (MM) / Sales & distribution (SD) Module) • ERP ORACLE  

  SYSTEM 
• MS Office • MS Outlook • SharePoint Process
WORK EXPERIENCE:
Terumo Middle East, FZE
Dubai, UAE

February, 2006 – June, 2017

Industry: Manufacturing Company of Medical Equipment & Disposables (MNC Head-Quartered at Tokyo, Japan)

Position: Customer Service and Supply Chain Coordinator

Core Responsibilities:
· Manage and prepare daily transactions for large-scale Air, Sea and Road Import-Export Shipments.

· Handling customer service duties - close customer contact, right from the time of inquiry & order placement till the delivery of the order.
· Acknowledge and review order receipt, plan and prioritize purchasing activities, management approvals and provide supporting documents, ensure all information is correct and adheres to standard agreement and contract; reports non-conformances. 

· Manage allocation of available items as per database inventory and system order processing. Provide LC opening details for customer's LC application. Timely shipping information, monthly open sales order, item’s availability and payment details are being supplied to the customer.

· Regular liaising with Overseas Suppliers – Europe, U.S.A, Japan, India, Philippines, Vietnam, China & Singapore in order to source availability

· Order tracking and close follow-up with freight forwarders and operations office while handling shipping arrangements, giving attention to details and special remarks for shipping. 

· Prepare all Import-Export documents (Incoterms) &/or based on L/C terms & conditions; Invoices, packing list, COO, and draft AWB/bill of ladings. Submit bank applications for LC-based orders. 

· Tracks and review order updates, maintain purchase orders until they are closed and confirms system lead times, delivery dates, and costs. 

· Prepares shortage and backlog reports and provides visibility of potential interruptions to Business Units and Branch Manager.

· Summarize and record confirmed / unconfirmed orders, monthly open and closed orders as well as paid and unpaid orders for weekly meeting and easily trace and track of order history and for payment follow up purposes.
· Interfaces with Business Units and customer to plan and prioritize purchasing activities and shipping strategies.

· Regular meeting with Product Managers & Business Units for new product launched information, prices, free of goods, item's shelf life & warranty, etc.

· Timely coordination with Accounts Department - for payments receipt, submission of contract copies paid to open billing blocks follow thru arranging shipments, including submission of monthly debit and credit notes and the copy of bank applications.

· Manage SAP system entry of cost and selling price.
· Organize database file and shipping document file for Audit purposes & easy tracking. Ensure that systems and process will pass ISO standards.

· Ensure achievement of target monthly, quarterly and yearly Sales Quota.

· Conducts yearly review with freight forwarders to negotiate service prices. Entertain and scout new freight forwarders that can meet our shipment needs.
Poltrona Frau, Dubai

Dubai, UAE

July, 2005 – Feb, 2006

Industry: Manufacturer of High-End Furnitures
Position: Personnel Assistant / Sales Coordinator
Core Responsibilities:

· Provide general administrative support to Branch Manager and Sales & Marketing.

· Receive and confirm new orders and submit report to Sales & Marketing Managers in-charge

· Follow-up payment; timely coordination with accounts for received payment.
· Ensures all clients’ queries are attended to and provided with prompt and reliable customer service.
· Conduct presentation and give best deals that can satisfy clients need. 
· Telephone courtesy, proper routing of calls & taking messages

· Handle distribution of faxes and circulars

· Assist all exhibits held in the showroom

· Dispatch and receive files thru courier &/or mail.
· File management of product prices, catalogues & price quotations.

· Record and report weekly inventory of furniture, accessory, and fabric collections.

· Help to ensure achievement of quarterly and yearly target.
Empire East Landholdings Inc., 

Makati City, Philippines

June, 2004 – July, 2005

Industry: Real Estate

Position: Property Consultant

Core Responsibilities:

· Search highly potential buyer and promotes project thru networking and development of new business relationships, leafleting, saturation, telemarketing, etc.

· Conduct marketing events and open houses, site visiting & independent presentations to efficiently and effectively meet client’s need
· Help clients to determine best conditions of buying and owning property.

· Prepare and process required document, secure clients approval and Contract Management
· Collect and secure reservation fees and submit to the accounting department

· Analyze business problems; status of sales flow and market competitions and devise innovative solutions and develop effective processes to achieve sales target and maintain our division’s crown of Top Sellers award.

· Attend company sponsored review of property updates to ensure superior property knowledge for customer satisfaction

PAST EXPERIENCE:
JVC Philippines Inc. Mandaluyong, Philippines, October, 2002 – May, 2004
LG Atkimson Import/Export Quezon City, Philippines, January, 2001 – August, 2002
IWeb Corporation Caloocan, Philippines, July, 2000 - January, 2001
EDUCATIONAL BACKGROUND:
  Tertiary Level:
Bachelor of Science in Foreign Service 

       
Major in International Trade, 1996 – 2000

      
Lyceum of the Philippines Manila
TRAINING & SHORT COURSE ATTENDED:
International Trade Risks, Documentary Collections, Letter of Credits, Sanctioned Countries and Guarantees 

KBC Trade Finance, Dubai. March, 2017
Documentary Letters of Credit / Incoterms 2010 / Sales Agreement / Payment & Settlement Methods in International Trade & under Letters of Credit; Risks and Advantages 
Bastaki Management Consultancy, Dubai, UAE. October, 2015
SAP SYSTEM (Material management (MM) / Sales & distribution (SD) Module)   
Mahindra Satyam, Dubai. October, 2010 – December, 2010


PERSONAL DETAILS:
Date of Birth


: July 11, 1979

Citizenship


: Filipino

Languages (verbal & written)
: English & Tagalog
Religion


: Christian
