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SUMMARY OF PROFILE:
* More than 15 years of experience in Inventory Training and Shipments. 

* Goal-oriented individual with leadership abilities
* Proven ability to work with staff at all levels
	WORK EXPERIENCE
ASA Color & Chemical Industries, Inc. (Nov. 2000 – March 2015)

Shipping and Warehouse Head / System Administrator

· Manage the inventory for stocks upon customers’ order;

· Coordinates to all customers

· Schedules deliveries

· Coordinates to Shipping Lines for the Shipments of delivery

· Prepare Weekly Sales

· Issues delivery receipts and invoices;

· Coordinates with other Department Heads

· Prepares, accomplishes and submits periodic activity reports or anyother report as required by the management or any concerned Department Head

· Signs Daily Time Record of Drivers and helpers for overtimes

· Provides support for PC hardware and software problems 

· Software and hardware installations

· Accountable for the installation, configuration and maintenance of Servers & Work stations.

SM MegaMall Department Store (January 1995 – October 2000)

SALES ASSISTANT
Responsible for contributing to the overall performance of the store by driving sales at every opportunity while at the same time making sure every customer receives exceptional levels of service and enjoys their visit to the store.

.

Duties

· Serving customers at the sales counter. 

· Offering face to face advice to customers on the stores products. 

· Maximizing store revenue by suggesting upgrades, insurance and add-ons to customers. 

· Processing returns and refunds as required in line with company procedures.

· Occasionally being responsible for the stores security including being its key holder. 

· Using the stock management system to log, check, locate and move stock both in and out of the store. 

· Responsible for the daily management of the till in the absence of the senior members. 

· Ensuring that all areas are clean and adhere to the company’s clear floor policy and Health and Safety requirements.

· Making sure that any item which is removed from a display column is replaced immediately after a sale. 

· Handling customer complaints in a calm manor.

· Managing cash and payment systems in accordance with company procedures and policies.

CNT Manpower Services (May 1994 – Dec. 1994)

Accounting Clerk/System Administrator

· Check Time Card 

· Prepare Payroll & Billing 
· Provides support for PC hardware and software problems
· Installation, configuration and maintenance of Server & Work stations
Lam Liong Distributor (Distributor of Procter & Gamble) (March 1993 – Dec. 1993)

System Administrator/Sales Coordinator

· Checking inventory for stocks upon customers’ order;

· Coordinates to all customers

· Schedules deliveries

· Issue delivery receipts;

· Accountable for the installation, configuration and maintenance of Server & Work stations
· Provides support for PC hardware and software problems


	   EDUCATIONAL BACKGROUND
 Qualification
: Bachelor's/College Degree 
 Field of Study
: Computer Science/Information Technology
 Major

: Computer Science
 Institute/University       : University of the East
 School Address
: CM Recto, Manila

 Graduation Date
: 1989-1993



	   TRAINING SKILLS
 Batchmaster Platinum for Windows Training Course

 Crystal Reports Training Course

 Internal Quality Audit – Training Course (ISO 9001:2000)

 Moving as One: A Teambuilding Seminar

 A Leadership & Teambuilding Workshop
 A Supervisory Seminar

 Inventory Training Course


	   TEXT RESUME / ADDITIONAL INFO
· Highly proficient in Microsoft Office.



· Availability: Immediately after notice period of 0 month(s)




