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Bur Dubai
Cel. No. +971504753686 / +919979971283
Email Address: marygrace.275403@2freemail.com 
Position Applied: /Procurement/Document Controller/Inventory Controller/Logistic Coordinator
PASSPORT DETAILS
DATE ISSUED:  October 17, 2016
DATE EXPIRED:  October 16, 2020
PLACE ISSUE:   DFA MANILA
SUMMARY OF QUALIFICATIONS

A highly creative, goal oriented professional with extensive experience in all aspects in Office Administration/Logistic/Procurement/Sales/Inventory Management/Accounting.  Highly organized with the ability to manage multiple tasks and meet deadlines.  An innovative and proactive individual possessing solid convictions, moral and business ethics, combined with a commitment to organization.

AREAS OF STRENGTHS
· Administration

· Payroll/Timekeeping
· Acctng/Quickbooks
· Inventory Management
· SAP User
   
· WMS/ Orcle User
· Advance Excel

· Imports

· Planning

PROFESSIONAL EXPERIENCES
PHARMA PLUS DRUGSTORE LLC.

SHARJAH INDUSTRIAL 17 UAE
PURCHASE & LOGISTIC COORDINATOR 


Oct 04, 2016 – Dec 18, 2017
Job Summary:
Ensures accuracy, timeliness and reliability in the provision of Export, Inventory Controller Responsible in Forecasting/ Creation of PO/Article Creation/ Debit Memo Processing/ Stock Planning/ Price Updating/Monitoring of Stock Availability/Shipment processing Article, Summary of payable and support to the operations in terms of communicating Consignment arrival

A. PREPARATION OF FORECAST FOR UPCOMING YEAR (UK & USA Supplier)
1. Comparison of Volume with Valuations
B. PLANNING OF ORDERS

1. Prepared yearly sales/Monthly average sales

2. Checking of Stock Availability

3. Checking of Products in Transit/Pending Orders

4. Analization of stock validity item wise. 
C. MONITORING OF SHIPMENT AIR FREIGHT & SEA FREIGHT (UK & USA)
1. Communicating with the supplier of all Shipment Details

2. Checking All required documents

3. Sending Documents to Local Agility for the Preparation of DO 
4. Request gate pass for the assign person for the entry to DAZFA office
D.  PLANNING OF ORDERS
5. Prepared yearly sales/Monthly average sales

6. Checking of Stock Availability

7. Checking of Products in Transit/Pending Orders

8. Analization of stock validity item wise. 

E. MONITORING OF SHORTAGE & DAMAGE EVERY SHIPMENT AND FILE CLAIM

F. COMMUNICATION W/FINANCE AND WHAREHOUSE IN CHARGE

G. COMMUNICATION W/THE SUPPLIER FOR ORDER AND STOCK AVAILABILITY FROM SUPPLIER

H. COMMUNICATION W/THE SHIPPER FOR THE SHIPPING DETAILS
CHOITHRAMS LOGISTICS AND DISTRIBUTION CENTER

AL QUOZ INDUSTRIAL 4 UAE
PROCUREMENT/INVENTORY CONTROLLER/BUYER


June 18, 2014 – Oct 3, 2016
Job Summary:
Ensures accuracy, timeliness and reliability in the provision of Import & Export, Inventory Controller Responsible in Creation of PO/Article Creation/ Debit Memo Processing/ Stock Planning/ Price Updating/Monitoring of Stock Availability/Distribution of Near Expiry Article and support to the operations in terms of communicating Consignment arrival

I. CREATION OF PURCHASE ORDER AIR FREIGHT & SEA FREIGHT(USA,ITALY, GERMANY, BELGIUM)
2. Consolidation of STO & Sales Order

3. Sending Purchase order to Supplier
4. Validation of Pro-forma Invoice vs our PO

5. Checking of Prices 
6. Sending Confirmation to Supplier 
7. Checking of All documents for all shipment       

J. MONITORING OF SHIPMENT AIR FREIGHT & SEA FREIGHT

5. Communicating with the supplier of all Shipment Details

6. Checking All required documents

7. Sending Documents to Clearance Department 
8. Preparation and sending document to Logistic Department
9. Checking Discrepancy of shipment 

10. Checking of Invoice and send to Billing Department
K. CREATION OF NEW ARTICLE

L. MONITORING AND INVESTIGATE ALL DISCREPANCY
M. PREPARATION OF SALES COMPARISON 
N. MONITORING & DISTRIBUTION OF NEAR EXPIRY
O. MONITORING OF STOCK AVAILABILITY ON HAND, INCOMING 
P. MONITORING OF WHOLESALE AND SUPERMARKET PRICE
Q. STOCK PLANING
R. FILING
S. COMMUNICATING WITH THE SUPPLIER/LOGISTIC/CLEARANCE
T. REPORTORIAL REQUIREMENTS

1. Preparing monthly Sales and Stock (end of month)

2. Preparing monthly Purchase and Value (end of month)

3. Preparing Purchase and Figure with actual Invoices

4. Preparing SSOF
5. Short Expiry Report

6. Preparing Business Presentation
FAST SERVICES CORPORATION

Colgate Palmolive ( NDC Warehouse Taguig City)

INVENTORY ANALYST /CUSTOMER SERVICE OFFICER


Feb. 16, 2009 – June 16, 2014
Job Summary:
Ensures accuracy, timeliness and reliability in the provision of Customer Service to the operation. Responsible in Order processing/Monitoring of Deliveries/ Debit Memo Processing/ PGI of Invoices/ Price Updating/Inventory Management and support to the operations in terms of communicating to CDT and  customer, On-time Delivery.
A. DAILY CYCLE COUNT & REFLENISHMENT
1. Checking of stocks actual vs system

2. Coordinating with the stock Controller

3. Checking all inbound and outbound process
4. Checking and investigate all discrepancy
B. MONTHLY/QUARTERLY/YEAR-END COUNTING 

1. Monthly counting 

2. Quarterly/Year-end count with the Accounting and Audit team of Colgate Palmolive
C. PREPARE AGING MONTHLY
1. Monitoring of short expiry

2. Communication with the stock controller ( FIFO)

3. Checking of damage stock (in-transit, warehouse)

D. ORDERS PROCESSING

1. Creation of order (Dist. Account)

2. Checking of all orders encode by A.M

3. Upload of Orders from Electronic Data Interchange|(EDI) & Gentran ( Puregold Accounts)
4. Repricing of Orders

5. Processing of Bad Orders 

6. Confirmation of BO sent by Colgate Online Approval System

E. DOCUMENTATION AND CUSTODY

1. Original P.O

2. Invoices 

3. Return Slip/

4. Picklist Monitoring

5. Fax Invoices every end of Month
F. REPORTORIAL REQUIREMENTS
1. Summary of TBCN with CM (Weekly/Monthly)

2. Invoices Monitoring

3. Summary of Credit Memo Process

4. Daily update of Grocent  for their Sales Inventory & Invoice Inventory Report

5. Direct communication to Supply Chain , Transport and Sales Team for Sales order 
6. Returns Data every Month End
7. SOO/Passport – Total Sales every month
8. Vendor Management Inventory (VMI) ITS Reason

9. VMI Cancellation Reason

10. Validation and checking of WMS Picklist late released data
11. Update of Delivery Schedule System (DSS) compliance report
12. Summary of Distributor Minimum Order Value (MOV) 

13. Summary of Un transmitted invoices

14. Summary of Unreturned invoices 
G. INTERNAL CONTROL AND COMPLIANCE

1. Ensure all orders are processed
2. Ensure all invoices are all transmitted 
3. Ensure all invoices already PGI for the total Sales of the month

4. Ensure that all accounts already countered for the payments of accounts
5. Ensure all cut items from invoices already CM 

6. Ensure reason of RUD to filter category for CM processing

7. Daily Tagging for DSS Compliance

8. Appointment Date

9. Closing of Orders

H. OTHERS

1. Printing of P.O from EDI
2. Daily communication for the CDT, DSM, Account Manager & Customer

3. Responsible to assist any complain from customer for damage/short/over about order
C&M EXPRESS DELIVERY SYSTEMS, INC.
NESTLE PHILIPPINES, INC. (ALABANG WAREHOUSE)

ADMINISTRATIVE OFFICER




Oct. 16, 2004 – Dec. 30, 2007
Job Summary:
Ensures accuracy, timeliness and reliability in the provision of administrative assistance to the operation. Responsible in providing administrative support to the operations in terms of purchasing of office equipments and supplies, timekeeping, processing of building permits and other local government requirements and reportorial. Perform in duties in the absence of payroll clerk. Handling Petty cash fund.
C&M EXPRESS DELIVERY SYSTEMS, INC.

BILLING OFFICER





MAY 2002 up to October 2004
Job Summary:
Ensures accuracy, timeliness and reliability in the provision of administrative assistance to the operation. Preparation of SOA,OR, Filing Credit/ Debit Memo & Clients Invoices, Preparation of reports Collections, Receivables, Stock Shortage, Service Income. Handling Petty cash Fund.  
C&M EXPRESS DELIVERY SYSTEMS, INC.

ACCOUNTING & DISBURSEMENT STAFF


JUNE 1997 – April 2002
Job Summary:  Under the direct supervision of the Accounting Head, perform bookkeeping of all purchase and disbursement transactions to books of accounts, posting entries of these accounts to general ledger and subsidiary ledgers and to follow certain procedures necessary in the preparation of monthly financial statements, schedules, analysis and other reports. Handling Petty cash fund.
EDUCATIONAL BACKGROUND
Tertiary:
ASSOCIATE IN COMPUTER SECRETARIAL

MOUNT CARMEL
1995 – 1997 

Secondary 
Mount Carmel College

1994 - 1995

ADDITIONAL TRAININGS, SEMINARS AND CERTIFICATIONS
· On the Job Training
 



Feb-Mar 1997
· How Better Organizing Files and Records

             July 21,2001– Networld Hotel 

· Nestle Quality System Elements





· VMV Training





April 02 – 03,2009
· Personality Development




March 10, 2010
· Effective Communication Skills Workshop


July 16 – 17, 2010

SKILL PROFICIENCY
MS Office – 16 years/Advanced

MS Access/Outlook – 16 years/Intermediate

SAP Material Handling - 14 yrs/Intermediate

SQL Payroll Program – 2 yrs/Intermediate

Inventory Management – 7 yrs/Intermediate
PERSONAL PARTICULARS
Age

:
37 years old

Date of Birth
:
July 17, 1978
Place of Birth
:
Baler, Aurora
Nationality
:
Filipino

Marital Status
:
Married

