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	Profile
	
	

	Customer Oriented professional with more than fifteen (15) years experience in handling Customer needs and requirements, documents administration, custom related work, sales and logistics background that will contribute to the growth and continuous improvement of the company . 


	Core  Competencies
	
	

	• Broad working knowledge of customer service • Excellent customer orientation skills •  logistics background • Superior communication (oral and written) • Strong interpersonal and organizational skills • Ability to travel if necessary• with strong leadership skills. 


	Summary  of  Qualifications,  Technical  Experience  &  Skills

	· Bachelor of Science in Physical Therapy.
· Knowledge and experience in the following areas:

· Handling Customer service requirements either administration wise and sales related task
· Handling claims from distributors and claims raised to suppliers
· Preparation of quotations to distributors
· Preparation of invoices and packing list for shipping information
· Management of technical queries and back order from suppliers
· Expediting materials from suppliers and ensure on time delivery
· Providing distributors with price and availability information.
December 01, 2013 – Present        Customer Service Representative (Sales Admin/Support) 
SANDVIK MIDDLE EAST FZE       A high-technology engineering group with advance 
Dubai, UAE                                    products and world leading positions within selected areas.
Key Responsibilities:

CUSTOMER SUPPORT & ORDER HANDLING :

· Assesses customer inquiries and providing them quotations.
· Processes sales orders of the customers.
· Takes ownership of customer issues and ensures commitments are met as promised.
· Expedites urgent orders to ensure customer receives when needed.
· Proactively informs customer of any changes to order status, backlog issues, or other relevant matters.
· Participates as a member of a sales or account team to enhance customer relationship.
· Advises supervisor of customer concerns and solicits support where needed.
· Takes responsibility for personal development and enhancement of skills.
· Ensures that all activities are carried out in accordance with Company Values and Current   Company policies and procedure.


	April  01, 2012 - Nov.30,2013
Dec. 13, 2009 -  Mar 31, 2012 
	Promoted as Senior Customer Service Executive
Customer Service Executive

	KOMATSU MIDDLE EAST FZE 
Jebel Ali, UAE
	Manufacture and sale of construction and mining equipment, utilities, forest machines and industrial machinery.

	Key Responsibilities:
DISTRIBUTOR’S SUPPORT & ORDER HANDLING :

· Providing distributors with price and availability information.

· Providing quotations to distributors.

· Create, evaluate and process sales orders from end to end.

· Generate picking list and shipping information.

· Co-ordinate with logistics staff for dispatches of shipments to distributors.

· Generate and provide KME invoice and shipment details to distributors.

· Provide status of ordered parts to distributors.

· Resolve technical queries of distributors.

· Expediting materials from suppliers and ensure on-time delivery.

· Monitoring all back orders from suppliers and advice customers on a weekly basis.

· Participate in team environment to support other members as needed.
PARTS MASTER MAINTENANCE :

· Registration of New Parts

· Setting up of Purchase / Selling Price in PDX (KME system).

·  Forwarding price changes to DB monthly

CLAIM HANDLING

· Handling Distributors claims to KME

· Handling KME claims to Suppliers

· Monthly reports to DB on claim status


	May 2008 - November 2009
March 2004  -  April  2007
	Secretary cum Sales Coordinator cum Receptionist

	ALL WELL GEN.TRADING LLC    Dubai, UAE
	Leading distributors of various well known international brands such     as Timken, Koyo, Jaf, - Koyo-Torrington and Koyo-IRB

	Key Responsibilities:

· Preparation of Import/Export LC documentations, shipping documents and insurance.

· Dealing with banks for general banking works.

· Sending Inquiries, quotations and coordinates with suppliers and customers.

· Handling full spectrum of reception duties like receiving visitors and incoming calls, managing incoming & outgoing mails, handling courier services, booking and making travel arrangements for the MD.

	Nov. 2003 – Feb. 2004
	Accounts Assistant

	AL QUTBI ELECTRICAL CO. LLC  Dubai, UAE
	Electrical & Electronic Appliances Spare Parts Trading

	Key Responsibilities:

Preparing Invoices, cheques, follow-up payments and assist accountant in all related jobs. 

	Feb. 1998 – Nov. 2002
Aug. 1996 – Jan. 1998
	Promoted as Sales Supervisor
Sales Representative

	ELECTRO SOUND CENTER INC. (DYNA  MUSIC )
Ortigas, Philippines
	First independent record and music entertainment company in the Philippines.

	
	

	Key Responsibilities:

Checking store outlets, sales stocks and sales personnel's. Supervised and trained sales personnel's in their duties and responsibilities. Looking for prospective client, establishing new contacts and networks and developing new sales opportunities for the company. Attending meetings, seminars and product orientations.

	

	EDUCATION

	University of Saint Anthony

Philippines 
	Bachelor of Science in Physical Therapy             
 1993 – 1995
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