Charlotte 

September 07, 1983

charlotte.371782@2freemail.com 
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Objective:

To secure a challenging position in a prestigious organization in the field of expertise where I can utilize my extensive knowledge with long-term career potential for advancement and growth.

PROFESSIONAL EXPERIENCE
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PETROLINK/LONGZHU OILFIELD SERVICES,Hamriyah Freezone, Sharjah U.A.E. Jan. 22, 2014 – Present
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DESIGNATION: Logistics Coordinator

Key Responsibilities

· In charge of the master list which consists of job numbers for both local and overseas incoming deliveries, inward and outward shipments, exportations, backloads from RIGS.
· Prepares commercial invoices, packing list, delivery notes for outgoing items.

· Prepares customs documents for exportations such commercial invoices, exit certificates, export freezone bill.

· Also took charge of the warehouse list, updating and recording of all local and overseas deliveries (incoming/outgoing) in the warehouse.

· Coordinated with vendors to ensure timely delivery of goods and made sure they followed their assigned scheduled delivery.

· Prepares cargo manifest.

· Responsible for booking transportations and issuing work orders for both transport and lifting equipments such as cranes, coordinating with the transporter.

· Organize files both manually and electronically.

· Organized file folders and checked complete file attachments necessary to be submitted for logistics monthly billing, updating in master list and making transmittal sheet before forwarding to accounts dept.

· Using SAP for monthly logistics billing.

· Prepares bill of entry and gate pass for incoming deliveries.

· Coordinated with agents regarding vessel arrival & departure schedules needed for export, and sending of loading program if all cargoes can be accommodated.

· Prepares and sends clearance work orders to our clearing agents and coordinates with them regarding deliveries of goods to our warehouse.

· Prepares procurement documents like costing sheet, quotation sheet, purchase
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orders, invoices. Also handled the job master list for procurement internal and external.

· Submits payment requests for logistics / procurement services in coordination with accounts dept.

· Executes additonal administrative tasks at the request of the logistics manager.

RIGID INDUSTRIES FZC, SAIFZONE Sharjah U.A.E. -
March 20, 2013 – Dec. 31, 2013
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DESIGNATION: Export Sales Executive

Key Responsibilities

· I contribute to the sustainable international development of the company through the marketing of goods and services in overseas markets.
· Communicates with customers through emails, handles order confirmations, client complaints.

· Send follow up emails, product catalogs and flyers. Market products through emails.

· Responsible in making proforma invoices.

· Directly coordinates with shipping lines for container bookings, vessel sail, cut-off dates, etc.

· Submits daily reports.

JOLLY MANAGEMENT SOLUTIONS INC., Makati City, Philippines - Dec.6, 2010- Dec.31, 2012

DESIGNATION: COD (Conversion on Demand) Helpdesk Key Responsibilities

· Resolves title issues and entertain client complaints.

· Handled both inbound and outbound calls from various registry of deeds both in rural and urban areas.

· Rerouting of calls to another individual or support team

· Submits daily reports.

VAKRANGEE E-SOLUTIONS, Pasig City Philippines -
Nov 1, 2009 – Dec 5, 2010


DESIGNATION: QA Support

Key Responsibilities

· Ensures Quality Assurance of encoded land titles before forwarding to export team.
· Reviewing date for deficiencies, resolving discrepancies by using standard procedures or returning documents to team leader for resolution.
· Secures information by completing and updating data base backups.
1 DOCUMENT CORPORATION, Quezon City Philippines -
Feb 25, 2009 – Oct 31, 2009


DESIGNATION: Document Controller / Data Analyst Key Responsibilities

· Compiling and sorting information.
· Inputting customer and account data from source documents within time limits.
SUEZ ENGERY INTERNATIONAL, Sheikh Zayed Road -
Sept. 21, 2008 – Jan. 31, 2009


DESIGNATION: HR Assistant (Temporary Position)

Key Responsibilities

· Took Charge of the reception, incoming and outgoing calls.

· Typed various correspondences from written notes, filing.

· Assisted the executive secretary in other secretarial routine work as it may necessary.

· Assisted the HR manager using database file for all the candidates as well as the regular employees of the company

FIRST GULF BANK -
Mar 10, 2008 – Sept. 10, 2008


DESIGNATION: Tele-Sales Executive (Marketing Department – Retail Banking) Key Responsibilities

· Handling customer calls and inquiries regarding credit card facilities.

· Marketing new credit card promotions and offers.

· Took charge of wire transferring (bank to bank) customer funds.

SALZARGITTER MANNESMANN INT’L - (DAFZA) -
Nov. 20, 2007 – Mar. 1, 2008


DESIGNATION: Receptionist / Secretary (Temporary Position)

Key Responsibilities

· Took charge of the Reception, incoming, and outgoing calls, e-mails correspondence, faxing.

· Typed various correspondences from written notes, filing.

· Assisted the executive assistant in other secretarial/admin routine work as it may necessary.

SUN MICROSYSTEMS, Makati City Philippines
-
Jan. 11, 2006 – Mar. 8, 2006


DESIGNATION: OJT (On-the-Job-Training)

EDUCATIONAL ATTAINMENT


College Diploma:

Bachelor of Science in Computer Science

2003-2007

AMA Computer College

Sta. Mesa, Manila, Philippines

Airline Reservation (GDS) Certificate

Dec. 2007 / Jan. 2008

Zabeel Institute

P.O. Box 117514

Dubai, U.A.E.

· References on request
