 Brigette

 Brigette.260376@2freemail.com 
PERSONAL INFORMATION________________________________________________
Age

:
27 years old

Date of Birth
:
December 30, 1988
Place of Birth
:
Sta. Lucia, Quirino, Isabela
Civil Status
:
Single

Nationality
:
Filipino

Height

:
5’0”
Weight

:
44kg
RELEVANT SKILLS AND   EXPERIENCE:____________________________________
Integral Food Services W.L.L (FMCG Division)
POSITION:  Sales and Supply Chain Administrator cum Admin Asst./Secretary
RESPONSIBILITIES: 

· Assist the COO on international purchases.
· Ensures that supplier follows agreed contract product, price and INCOTERMS
· Coordinate with supplier for the speedy process of orders
· Monitor incoming shipments. Ensure that all documents are ready before the shipment arrived to port.

· Ensure that all import documents are in order as per custom requirement

· Liaised with warehouse operation for incoming shipment.
· Ensure that supplier payments are coordinated with account to avoid delays in releasing the goods

· Communicate with the clearing agent for the shipment clearance.
· Book and negotiate rate of containers (FOB) to Shipping Agency.
· Prepare and distribute weekly sales report and stock holding exported from Tally.
· Create international and local purchase orders in Dynamics (ERP).
· Research and contact potential local and international suppliers.
· Prepare documents for export.
· In-charge on purchases for warehouse and office needs.
· Sales Coordinator. (Modern Trade, Traditional Trade, Wholesales, HORECA)
· Reception jobs and admin jobs assigned by COO.

DATE: 1 Jan 2014 – 10 Feb 2016
Integral Food Services W.L.L (Head Office)
POSITION:  Office Receptionist cum Admin Asst.

RESPONSIBILITIES:
· Answer phone calls in a professional manner.
· Taking appointments, reminders and follow up.

· Coordinating with all the divisions/department heads on all business matters.

· Attending and responding to all business communications such as fax, email and incoming letters/purchase order from clients.

· Timely completion of all typing jobs including inter-office correspondences, quotations, and proforma invoices.

· Coordinate and distribute inter-office communications to all business units/employees.

· Attending to business visitors and clients going to the office.

· Organizing and coordinating management business travels, ticketing/hotel booking.

· Coordinating and maintaining good working relations with the clients, suppliers, travel agencies, courier services and other vendors.

· Maintain files in an organized and systematic manner.

· Responsible for office supplies, maintenance and needs.
DATE: October 14, 2013 – 31 Dec 2014
IPLUS Intelligent Network Inc.

POSITION:  Helpdesk
RESPONSIBILITIES: 

· Answer phone calls in a professional manner.
· User Support and customer service on company supported computer applications and platforms.
· Coordinating with the Field Support Engineer if out of scope.
· Troubleshoot problems and advise on the appropriate action.

 DATE: December 12, 2011 – October 13, 2014
Pacific Hub Corp.

POSITION: Technical Support Representative (Globe Telecom)
RESPONSIBILITIES:

· Interact with customers to provide and process information in response to inquiries, concerns, and requests about products and services over the phone.

· Diagnose and resolve technical hardware and software issues involving internet connectivity and PC.

· Accurately process and record call transactions using a computer and designated tracking software.

· Offer alternative solutions where appropriate with the objective of retaining customers’ and clients’ business.

· Follow up and make scheduled call backs to customers where necessary.

· Identify and escalate priority issues per Client specifications.

DATE: July 26, 2010-October 31, 2011
SPECIAL SKILLS__________________________________________________________
Excellent in Customer Service, Interpersonal Abilities, Flexible, Multi-Tasking, with basic knowledge in PC troubleshooting, basic networking, capable of installing Microsoft Operating System and different applications, knowledgeable in Microsoft office, basic knowledge in Tally and Dynamics
EDUCATIONAL BACKGROUND_____________________________________________
Tertiary

University of Makati

Bachelor of Science in Computer Network Administration


June 2006- March 2010
Secondary

Quirino National High School




Luna, Quirino, Isabela

June 2001-April 2005

Primary

Quirino Central School




Sta. Lucia, Quirino, Isabela




June1995-March 2001

