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OBJECTIVE: 
To provide premium quality customer service to clients by ensuring prompt responses to all queries, accurate order processing and ensuring customer satisfaction.
ACADEMIC QUALIFICATION
Degree:
 
Bachelor of Science in Customs Administration

 


Major in Port Operation Management

School:

Mariners Polytechnic Colleges Foundation

Philippines



1997-2001
OTHER QUALIFICATION


Operating System:
MS-Windows 2000 & XP



Database:

Air and Ocean Logis System






Dubai Trade Mirsal 1 & 2 





MODS system-Maersk Operations Data System


Driving:

U.A.E. driving license

WORKING EXPERIENCE

Leading Company, Dubai, U.A.E.

Key Responsibilities:

· Process Export/Import Air & Ocean documentation in EDI Enterprise
· Co-ordinate delivery of shipments to and from CFS/Port where required
· Arrange payment of supplier charges where required
· Raise Purchase Orders.
· Raise invoices on customers from quoted rates.
· Engage in a Proactive level of customer service in order to provide the client with a consistently high standard of service and information

CUSTOMER SERVICES Documentation Clerk
DANZAS AEI EMIRATES LLC

Jebel Ali Free Zone Authority

July 21, 2009 to February 07, 2012
Duties and Responsibilities:

· Respond to customer queries and calls on products and services promptly and provide desired information in a courteous manner.

· Ensure hand-over form and / or SOP is received from sales, and carries out all the required activities as per customer requirements.

· Received all the relevant information from the customer on routing orders and check that quotations are approved before processing the same, thereby avoiding complications on payment processing.

· Effectively monitor and track the progress of the shipment right from the shipments are picked at the origin to the time it is delivered to the customer at destination and ensure that customer is updated on the same at all times and pre-alerts are sent promptly and accurate to maintain an accurate order status record (tracker).

· Liaise with the airline and shipping lines on the ETA of shipments, and with origin stations, operations, etc. for pending documents and other delays for the resolutions of alterations and discrepancies, ensure that the customer is constantly updated on the status of the same.

· Effectively monitor all pending clearances and delivery order collections and send reminder to customer and also ensure that all airway bills, invoices are prepared accurately and in accordance with the customer requirements, and forwarded to a timely and accurate manner.

· Proactively coordinate with respective operations to ensure customers shipment are moving and delivered on time.

Other accountabilities:

· Receive pre-alerts, documents from the customer for inbound shipments and inform the Floor In charge in timely manner, thereby enabling the effective allocation of warehouse space.

· Received confirmed manual put away from the FIC, highlight damages and discrepancies to the customer in a timely manner, with supporting picture where necessary

· Generate pick sheets for outbound shipments; ensure that the correct items are picked and packed as per customer requirements and category of goods and that the pick list is verified by the Floor In Charge.

· Adhere to all inspections, certifications, legalizations and special processes for shipments destined for select locations and inspect outbound shipments for necessary stickers / labels.

· Prepare the invoices where necessary / packing lists, received all documents and arrange for duties payable to enable the timely preparation of export bills by customs clearance department while adhering to company policies and procedures.

· Prepare and send necessary documents to the nominated forwarding agency in a timely manner. ( if goods are not exported, arrange appropriate logistics for the delivery of goods to customers after preparation of appropriate release documents.

· Provide the customer with all the details regarding the dispatch of goods like way bill no., estimated date of arrival, etc once the shipments has been picked from the warehouse. Prepare the job file and check for all the relevant documents, chargeable services and cost before forwarding the same to the Supervisor for final verification.

· Ensure timely closure and submission of job files to finance for billing.

· Continuously liaise with operations, customer services and W&D as the case may be in order to regularly update the customer on the status of shipments and for the timely receipts of PODs.

· Prepare the necessary reports on stock / cycle counts, inbound & outbound status reports, stock movements, ageing report and any other reports as required by the supervisor or customer. Participate in regular stock checking and location checks in order to reduce stock errors and improve warehouse efficiencies.

LOGISTICS COORDINATOR
AL SAMIM GROUP FZE

Jebel Ali Free Zone Authority

January 21, 2009 to July 20, 2009
Duties and Responsibilities

· Track and manage all active shipments including primary contacts, consignees, freight cost and payment, document tracking and customs.
· Maintain electronic and hard copy files for all shipments including correspondents, bill of lading packing slips, invoices, etc.

· Communicate with distribution coordinator, a freight forwarder, manufacturer and distribution partner

RECEIVING CLERK
SPINNEYS DUBAI LLC

Dubai, United Arab Emirates

April 26, 2006 to May 26, 2008
Duties and Responsibilities
· Receives and unloads incoming materials and compares quantities shown on packing slips to actual items received and original purchase order.

· Notes back/ordered items.

· Inspects items according to instructions; reports damaged goods to supervisor; and arranges for any necessary returns.

· Enters receipt of goods into computerized inventory records, including item number, quantity, price, etc., according to instructions.

· Uses dolly or carries small items to proper department or storage place within warehouse.

· Spot-checks inventory on a daily basis.

· Reconciles computer records with physical inventory according to established schedule.

· Reports any discrepancies to supervisor.

PORT ASSISTANT
PHILHARBOR FERRIES & PORT SERVICES, INC.

Ayala Alabang, Muntinlupa City, Philippines

January 15, 2002 to January 14, 2006

Duties and Responsibilities

· In-charge of the overall day-to-day port operation

· Ensures and maintain customer satisfaction by providing services which are passenger friendly

· Assist the Port officer in accordance with the concerned departments all matters involving vessel maintenance and certification requirements needed to maintain continuity of operation

· Supervises ticket issuance on every trip and monitor any irregularities

· Seek approval to Port officer for free passes to certain passengers

· Promote harmonious relationship between port employees and ship board crew personnel

· Assist the Port officer in closely monitoring the performance of competitors, developing market strategies to increase revenue against competitors

· Reviewing schedule of PHILTRANCO busses’ (sister company) trips and devising traffic separation scheme

OPERATIONS COORDINATOR
PHILIPPINE PORTS AUTHORITY

Management Office, Legaspi City, Philippines

Duties and Responsibilities

· Review and evaluate operational procedures and conditions

· Ensure the smooth flow of daily activities and prepare accomplishments reports

· Conduct on-site warehouse inspection of freight/commodities

· Coordinate with the clients on necessary documents such as original invoice, bill of lading, packing list 

· Process trans-shipments/importation documents of commodities

· Directly report to the gateway manager

· Encode shipment information/data of bill of lading documents

· Perform other related task if necessary

PERSONAL DATA

Nationality
:
Filipino
Marital status
:
Widow

Languages
:
English, Tagalog, Bikol, Arabic

Visa

:
RESIDENCE VISA (transferable)
Job Seeker Name: Japhet  / CV No: 905778
[image: image2.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




To buy the contact details of this registered candidate,

send email with your company name and position available to

cvcontacts@gulfjobseekers.com or call +971504753686






