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OBJECTIVE: To enhance my knowledge and skills on a firm that will change my lifestyle towards a better future. Also, mold my personalities by gaining friends as well as to develop camaraderie.
EDUCATION:

2003 - 2007
Bachelor of Science in Office Administration







STI College Edsa





1998 - 2000
Associate in Computer Science

Gateways Institute of Science and Technology

WORK EXPERIENCE:

Store Coordinator

NATIONAL FIRE FIGHTING MANUFACTURING FZCO

(04/08/2013- 07/17/2014)

· Assist our Salesmen and Co-coordinators by providing accurate status of sales and deliveries for their clients through email and phone conversation.

· Guide and assist our drivers by giving exact location of company as well as contact number of the person that will receive the materials.

· Receive incoming and outgoing calls from the customers for their order as well as preparing necessary documents for the ordered materials.

· Receive incoming/outgoing materials from the suppliers for physically checking as well as entering in Oracle System as our source of data in able to distribute the materials to our salesmen and other colleagues.

· Make purchase requests in Oracle System in able to provide the needs of my salesmen, managers, and other colleagues.

· Make packing lists for the materials have been requested by Salesmen/Coordinators for their clients.

· Does network sharing and pc troubleshooting in our department.

· Handle and keep important documents of customer that will serve as our record file and basis for delivery.

· Calculates quantity and weight of fittings materials per pallet as well as sizes of the pipe materials per bundle that will load on a certain vehicle.

· Does format labeling in MS Excel of all materials have been received from the supplier as our stocks.
· Provides sample board that has been requested by our Salesmen/Coordinators for sample presentation to their clients.

SKILLS/PROFICIENCY:

· Good in oral and written communication.

· Has knowledge in PC-setup.

· Has knowledge in PC-troubleshooting.

· Can type up to 60 wpm.

TRAINING/S:

· “Logistics Management System User Training Course”


Held at Readycon Trading and Construction Corporation


November 24, 2011

SEMINAR/S:

· “Effective Warehouse and Inventory Management”


 Held at Business Coach Inc.


 December 09, 2011

PERSONAL DETAILS:

Nationality
:
Filipino

Date of Birth
:
January 04, 1981

Gender
:
Male
I hereby confirm that the above information are true and correct to the best of knowledge and ability.
