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To establish and execute a highly effective and challenging position that will support the goals and quality services of the company.


Supportive and ability to work as a member of the team, ability to meet deadlines and can work under pressure, can handle tasks without much supervision and ability to introduce improvements in the procedures and systems.


LOGISTICS COORDINATOR/ PROCUREMENT/ DOCUMENT CONTROLLER/ INVENTORY CONTROLLER

AAB TOOLS DUBAI 

Al Quoz Dubai UAE

August 08, 2009 - January 08, 2015

Responsibilities:

· Making Proforma Order/ Imports

· Coordinating with International Suppliers

· Importing and Exporting of Power Tools, Heavy Machines, Accessories, Hand Tools etc. from different countries

· Working and coordinating with top suppliers from different countries such are Ridge Tool-EMERSON USA and EU, Dewalt Power Tools, IRWIN, Tekiro, Scheppach-Germany, Plano-Europe, Youngman Europe and others.

· Purchasing from local and international

· Analyze Transaction, correct records and adjusts errors

· Traces status of orders through expediting departments

· Responds to customers request via telephone or email

· Document Controller to all Logistics Documents

· Preparing Documents for Custom Clearance

· Coordinating to Dubai Custom

· Customs Clearance for Hazmat items and Explosives

· Coordinating with the Forwarding and clearing companies local and international.

· Making System codes of all import items

· Preparing Payments and coordinating with accounts department for import payments

· Calculating exchange rate and entering import items in the system

· Coordinating to Warehouse personnel

· Document Control for imports and exports

· Processing and Clearing "Dangerous Goods "shipment

· Entering import items to company system and making Good arrival notes.

· Maintaining stocks in proper order

· Execute inventory control measures to ensure the company minimizes stock holding and maximizes stock system and paperwork accuracy.

· Manage and maintain the company's material and stocked product inventory including stock profiles and stock locations.

· Manage and control perpetual inventory stock counting / inventory accuracy checks.

· Ensure that goods inward / stock control department is well organized and controlled to sufficiently support production and the goals of the business.

· Produce daily reports to ensure key critical areas of the stock system are controlled and any discrepancies addressed and resolved.

· Manage control measures to ensure mistakes, inaccuracies and discrepancies are highlighted, addressed and resolved.

· Reporting to the Company Director/ Logistic Head and CEO

COORDINATOR cum OFFICE EXECUTIVE

Venetian Interior FZE

W9 AL GUOZ BUILDING

DUBAI, United Arab Emirates

Nov. 08, 2008 - July 16, 2009

Responsibilities:

· Assisting  HR works

· Administrative works

· Responsible in transmitting all data that came from the clients.

· Make different kinds of reports required

· Responsible in keeping files in efficient way

· Receiver of all incoming and outgoing documents & packages.

· Performs clerical functions, which include data entry, filling, mailing answering telephones and performs other duties as needed.

· Coordinating with all the Branch Managers

· Reporting to the Department Head

FRONT OFFICE EXECUTIVE cum SECRETARY

FASHION FORCE

JEBEL ALI FREE ZONE

DUBAI, United Arab Emirates

July 23, 2008 - Nov. 08, 2008

· Assisting  HR works

· Administrative works

· Responsible in transmitting all data that came from the clients.

· Make different kinds of reports required

· Responsible in keeping files in efficient way

· Receiver of all incoming and outgoing documents & packages.

· Performs clerical functions, which include data entry, filling, mailing answering telephones and performs other duties as needed.

· Reporting to the Department Head

FRONT OFFICE EXECUTIVE

AL REEM BAKERY LLC.




AL QUOZ, DUBAI




October 15, 2005 - April 30, 2008




Responsibilities:

· Promptly and courteously attending /transferring incoming and outgoing calls.

· Responsible in transmitting all data that came from the clients.

· Make different kinds of reports required

· Responsible in keeping files in efficient way

· Receiver of all incoming and outgoing documents & packages.

· Performs clerical functions, which include data entry, filling, mailing answering telephones and performs other duties as needed.

OFFICE SECRETARY/ PRODUCTION PLANNER




Production Planning Division




Panel Section




SCAD Services Pte., Ltd.




Block 23, Phase IV, PEZA, Rosario, Cavite Philippines




July 6, 2003 - April 20, 2005




Responsibilities:

· Administrative works

· Making  the production schedules for panel division

· Handling the files of the company

CUSTOMER ASSOCIATE / RECEPTIONIST




LBC EXPRESS - SL., INC. LOGISTIC- ROSARIO TEAM




June 10, 2001- May 15, 2003 




Cavite, Philippines




Responsibilities:

· Promptly and courteously attending /transferring incoming and outgoing calls.

· Responsible in transmitting all data that came from the clients.

· Make different kinds of reports required

· Responsible in keeping files in efficient way

· Receiver of all incoming and outgoing documents & packages.

· Performs clerical functions, which include data entry, filling, mailing answering telephones and performs other duties as needed.

· Receive payment by cash, credit card or automatic debit

· Calculate total payments received at the end of work shift and reconcile with total sales


Bachelor of Science in Information Technology

AMA COMPUTER UNIVERSITY


Proficient in computer application such as:

MS Office

Basic Computer Trouble shooting

Internet 


Educational Background:




Civil Status:
Single


Sex:
Female




Birth Date:
May 9, 1982

Age:
33



Citizenship:
Filipino

Visa Status:    Visit Visa 





CISCO NETWORKING ACADEMY




Semester 1- Basic Networking




Semester 2- Router Configuration




Semester 3- Switching, Basic and Intermediate Routing



MICROSOFT INTERDEV
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