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MARC
Service- oriented, a team player; ability to multi-task and has a capacity to work under extreme time and workload pressure; computer literate: A level headed, calm and unflappable individual who is able to carry out any customer service role professionally and effectively; Proficient in English Filipino, and Chinese (Fukien) language, both orally and in written.
	CUSTOMER SERVICE
	PROFESSIONAL SKILLS:
	PERSONAL SKILLS:

	
	SKILLS:
	
	
	
	

	•
	Relationship building
	•
	Process Development
	•
	Listening skills

	•
	Complaint Procedures
	•
	Highly organized
	•
	Customer engagement

	•
	Positive language
	•
	Planning & preparation
	•
	Working with others

	•
	Telephone techniques
	•
	Managing time
	•
	Body language

	•
	Effective questioning
	•
	Troubleshooting
	•
	Pro-active

	•
	Managing objections
	•
	Negotiating skills
	•
	Self-disciplined

	•
	Customer satisfaction
	•
	IT skills
	•
	Articulate

	
	
	•
	Multi-tasking
	•
	

	
	
	•
	Inventory Control
	
	


WORKS and EXPERIENCE:
Assistant Purchasing Officer - Enterprises
June 2012 – January 2016
Duties and Responsibilities:
· Monitored and updated inventory information file for faster replenishment. 
· Listening to customer’s need and present possible options that cater their needs 
· Managed and controlled all the company’s external suppliers with particular emphasis on the purchase of Materials and finished parts for construction. 
· Ensured parts and materials are bought at the most competitive price and delivered on time for construction. 
· Established strategic relationships with key suppliers (probably turnkey including design) who are aligned to the company's needs. 
· Identified new suppliers, agree terms and negotiate supply agreements where appropriate, including discount structures and volume rebates. 
· Carried out a comprehensive review of the Purchasing function and its methodology and identify and implement improvements. 
Executive Assistant to the General Manager – Enterprises
April 2009-June 2012
· Resolves customer requests, questions and complaints frequently requiring analysis of situations to determine best use of resources, identifying customer’s needs 
· Listening to customer requirements and presenting appropriately to make a sale 
· Intervening on employer/employee or employer/employee conflicts to avoid fight outbreaks and talking to the respective individual to clear things out. 
· Managing calendars 
· Screening calls 
· Making travel, meeting and event arrangements 
· Preparing reports and financial data 
· Provide Public Relation duties such as bank transactions, purchase of office equipment and stationeries, renewing of business licenses, and other business related documents. 
· Performs accounts payable and accounts receivable duties in the company. 
Inventory Controller – Enterprises
April 2009-June 2012
· Prepared, organized and maintained records of all inventory 
· Used FIFO method that ensures that the oldest stock is used first and reduces the costs of obsolete inventory 
· Compiled inventory reports and issuing them to management 
· Supported and monitored shipping prep and loading 
· Investigated inventory shortages and discrepancies 
· Posted weights and shipping charges 
· Worked with sales agent, customers and other members of the warehouse, as necessary 
Information Technology (part time) SAP Business ONE
May-June, 2014
Duties and Responsibilities
· Listening to employee’s requirements and presenting appropriate actions in according to employee’s needs 
· Identifying employees who need assistance in the company 
· Migrated important and confidential files for a system upgrade. 
· Analyzed the method of transforming existing data into a format for the new environment and the loading of this data into other database structures. 
· Reviewed existing migration tools and providing recommendations for improving performance of the migration process. 
EDUCATIONAL BACKGROUND:
COLLEGE LEVEL:
Bachelor of Science in Commerce major in Marketing Management
Far Eastern University, Nicanor Reyes St., Manila Philippines
S.Y. 2005-2009
SECONDARY LEVEL:
University of Perpetual Help System Dalta, Pamplona, Las Piñas City, Philippines
S.Y.2001-2005
PERSONAL INFORMATION
Age
: 29 years
Date of Birth
: 26 Nov 1987
Nationality
: Chinese/Filipino
Gender
: Male
Marital Status
: Single
Languages
: Filipino, English, Chinese
Visa Status
: until June 15, 2016
Height
: 6ft 1in. (201cm)
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