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MALVIN 

Filipino/Philippines

E-mail address: malvin.370395@2freemail.com 
	CAREER OBJECTIVE

	To solve problems in an effective/creative manner in a challenging position.
Seeking a responsible job with an opportunity for professional challenges. To use my skills in the best possible way for achieving the company’s goals. To enhance my professional skills in a dynamic and stable workplace.



	PERSONAL DETAILS

	Age:                         37 y/o

Date of Birth: 
   May 16, 1979

Gender:                    Male

Nationality:               Filipino/Philippines


	EDUCATION

	Training Course:  

Computer-Aided Drafting and Design

TESDA, Regional Training Center

Tagoloan Mis. Or., Philippines

College Degree:

Bachelor of Science in Computer Engineering

Cagayan de Oro College - 

 PHINMA Education Network



	SKILLS

	Computer Skills

· MS Word                                                

· MS PowerPoint                                                     

· Trouble Shooting Hardware & Networking            

· Internet and Social Media

· Shipping System

· Tally System

· SAP

· MS Excel

Communication Skills
· American English Language grammar and structure

· Writing communication letters, memoranda, proposals, Quotations.

· Spoken/Oral American English Language



	SEMINARS/TRAINING ATTENDED

	Computer-Aided Drafting and Design (CADD) Using Architectural Desktop Software

 Technical Education & Skills Development Authority (April 23-27, 2007)


	WORK EXPERIENCES

	Import / Export Operation

VT Logistics & Services Pte. Ltd. 

Changi Airport, Singapore

Jan. 2012 – July 2015

· Perform day-to-day warehouse activities including receiving, picking, packing, goods releasing & unstuffing of container.

· Expedites/ speeds up delivery of materials.

· Assist in duties related to document preparation and traffic coordination.
· Updates the system on the status on a daily basis using SAP.

· Guides shipping documentation preparation and coordinates with the warehouse, thus avoiding delays, rejections. And OS&D. 

· Upkeep warehouse safety requirements.

· Conduct damage surveys.

· Conduct cargo contamination surveys.

· Plan, schedule and oversee all incoming and outgoing shipments in warehouse.

· Oversee and manage shipping department for timely freight and booking schedules.

Technical Sales Executive 

HLH Tyre Pte. Ltd.

Woodlands, Singapore
July-Sept. 2011

· Manage day to day sales enquiry and meeting for technical discussion at site and customer office and report to Sales Manager for daily sales target set by management.

· Sends and Receives mails for/ to the company and the client.

· Prepares correspondence 

· Updates the client about incoming and outgoing messages

· To assist customers in sorting out technical issues and recommend correct products.

· Maintain accurate business forecasts weekly and monthly.

· To meet revenue based targets.

· Ensure smooth hand-over of orders to Operations and to provide first line customer support.
Technical Supervisor
Al Mansouryah Co. General Contracting Ltd.

Riyadh, Kingdom of Saudi Arabia

(Leading Turnkey Contractors for Hospital Projects in Saudi Arabia)

December 2008 - January 2011

· Supervise the warehouse handling Medical Supplies and Equipments.
· Coordinates handing over of materials to hospital projects. 

· Follow-up for expenditure statement of workers with accounts and Medical Department management.
· Prepare for Job Orders for old projects 4x50, 4x150, etc...and follow-up maintenance.
· Preparation of Delivery Notes of 34x50 projects.
· Follow-up with suppliers by fax, email, phone for maintenance.
· Phasing and scheduling preparation of plan indicating the program for procurement, delivery, installation, & testing of items to fit into the overall project implementation program with consideration to the delivery and installation times required for various items.
· Daily attendance and deployment of Technical staff.
· Reports preparation.
Admin Clerk / Warehouse Supervisor

OLH INC.

Cagayan De Oro City, Philippines

June 2006 – October 2008

· Supervise the warehouse handling.
· Coordinates incoming and outgoing of stocks.
· Monitors the minimum and maximum ordering quantity of stocks.
· Coordinates Physical count of inventories.
· Reports preparation.
· Preparation of Delivery Notes. Manpower deployment, logistical support and work progress monitoring.
· Supervises sales operation.
· Supervises credit and collections.
· Procurement of construction materials including issuing of purchase orders, preparation of contract agreements.  Receipt, storage and distribution of the items. Inspection and certification of the received materials as per ordered specifications. Managing deliveries through suppliers, sub-contractors or in-house teams as the case may be.



*Reference Available Upon Request*






