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JINGLE 

CAREER OBJECTIVE
To make the most of my acquired expertise, by being greatly committed and dedicated to my career while continuing to professionally  and personally grow and learn towards a future management role .
PROFILE
A committed and dedicated professional with a total of 13 years experience within Logistics and Supply Chain, Inventory Control, Transportation, Shipping, Customer Service and Sales. Both independent and a good team player with proven flair skills in customer service, complaint handling and problem resolution. An individual with a good understanding of the principle and  method of complex logistic and supply chain functions. Professionally mature, with excellent analytical, organizational and multi-tasking ability. A learning enthusiast , dynamic and competent with a great proficiency in developing and implementing effective process in optimizing business processes.
PROFESSIONAL EXPERIENCE
May 2013 - March 2016

- Pure Helium Gulf FZE (Dubai)




Logistics and Supply Chain Coordinator (Planning & Distribution)- Helium & Rare Gases Department 





Company Industry: Manufacturing and Distribution of Health and Industrial gases
Responsibilities:

· Daily coordination with transporter, supplier and clients throughout MEAI, US and Europe 
· Optimize transportation cost while managing supply chain for MEAI, US and Europe for
· Proficiently manages suppliers and competitors contract
· Efficiently control documentation for import and export in compliance with local and international regulations 
· Monitoring of container trips thru available tracking tools 
· Plan, control and supports implementation of technical services of cryogenic containers

· Performs audit with the service providers/suppliers in the Middle East 
· Global monitoring of KPI for Helium Supply Chain Department 

· Control and manages invoicing of customers, competitors and suppliers for MEAI, US and Europe
· Support and manages filling plan of customers and suppliers to RASGAS
May 2011- May2013

Gulf Agency Co. Dubai LLC (GAC)
Company Industry: Freight Forwarding, Warehousing, Logistics & Supply Chain.
Internal QMS Auditor- IRCA (International Register of Certificated Auditors) certified 
Responsibilities:

· Perform audits of services and processes to ensure compliance with requirements (QMS)
· Follows the site developed Quality Program in carrying out duties and responsibilities

· Maintains Quality records in accordance with the requirements of ISO 9001

· Assists in providing quality data required to support Management Review audits

· Monitor corrective actions implemented by operations for critical/major and minor nonconformities ensuring that these actions are effective, implemented in a timely manner, and are permanent in nature to avoid recurrence of deficiencies
Operations (Import and Export) Coordinator – (NVOCC-Sea Freight Dept.)
Responsibilities:

• Process, monitor, organize import documentation (bill of lading, COO, packing list, commercial invoice, BOE, customs manifest/bond, NOC etc.) for custom clearance and client requirement
• Plan and co-ordinate with agents and carriers  for D/O collection, monitoring, routing, and expediting movements of all incoming shipments up to the final point of delivery, within specific time frames and maintain records up to release of shipments.
• Coordinates and manages rate/ clearance/ transportation queries to 
• Reconcile and verify data's and generate various related documents e.g. cost vs. quotes, cargo manifest, BOE, EDI etc.

• Despatch cargo arrival notifications for smooth flow of cargo collection.
• Track, plan and monitor container movements.
Feb 2010 – April 2011

Euro Capital General Trading, Dubai UAE




Import Clerk (Sea and Air Shipment)




Company Industry: Packaging/Distribution/Manufacturing
Responsibilities:

( Perform general clerical duties
(Coordinates with import managers, purchasing department, and suppliers to be received and delivered.
( Assist import manager and purchaser in negotiation of goods and freight to suppliers and shipping companies.

( Process inbound and outbound deliveries thru sea, air and land from international suppliers;

( Acting as point of contact for freight forwarders, purchasing dept. and suppliers for shipments and goods

( Checks and approve (air and sea) freight and inland cost & material pricing prior to shipping based on the agreed rate.


( Arranging refund adjustments
( Liaise with site offices, suppliers and purchase officer for proper documentation, material pricing, shipping details, 

supplier of payments (LC, CAD, and DP) in request for release of original documents for customs clearance;
( Coordinates with shipping companies for relevant shipment details
April 2009 – February 2010

Allied Keystone Logistics, Dubai UAE
Customer Relations Officer cum Inventory Control Assistant 



Company Industry: F&B/3PL/ Distribution/ Warehousing
Responsibilities:

C
(2 
(4&;=C/1!'=C/1
 

(2
( 
(D 
(E
(2CCC
(;
(- 
(F3C
(%
(
C
(2 
(4&;=C/1!'=C/1
 

(2
( 
(D 
(E
(2CCC
(;
(- 
(F3C
(%
(
( Daily order processing
( Coordinates with warehouse operation for order and/or order adjustments and delivery complains.

( Follow up on GRN's (goods receive note) and ASN's (advance shipment notice) to inventory department and operations to ensure items or stocks are receive and replenish on time.

( Close monitoring of merchandise to prevent out of stock issue

( Overall control of customer's documentation from order, delivery (customer and government requirements) to invoicing.
( Provides exceptional customer service to clients in regards to product and service before and after sales

( Coordinates with the client's store manager and operation consultant for updates, memo's and issue's for the handled store

( Prepares weekly and monthly report and KPI's

( Provides store visit  for quality checking and updates
April 2008 – April 2009

TNT International Express, Dubai UAE




Support line Executive for Customer Service and Sales




Company Industry: Courier/Freight Forwarding/Logistics

Responsibilities:
( Handles escalation and complains with regards to consignments (Air, Road and Sea shipment)


( Proactively checks any potential or actual shipment failures, both import and re-export, and contact customer to advise and 
agree a resolution that will achieve customer satisfaction, and maintain and enhance their commitment with the company.

( Educating and assisting clients regarding shipping of goods with the required documents
( Coordinates with customs department for any potential and ongoing customs issue in releasing goods like consignee name, goods description and value, weight discrepancies etc.
( Assists and train new staff on relevant procedures

( Adheres and aims weekly and monthly targets and objectives to ensure quality service 


( Planning, organizing and generating sales activity/services according territory priorities 
OTHER WORK EXPERIENCES

Nov 2006 – Feb 2008

APAC Customer Services Inc., Cubao Philippines            
Assistant Supervisor for Customer Service Specialist (Medical Insurance- Claims)
Industry: Call Center/ BPO

Nov 2005 - Nov 2006

Teleperformance - Customer Service Executive (Telecom)




Industry :  Call Center /BPO
Feb 2003 - Jun 2005 (Part-Time)
Diana Stalder Direct Sales - Sales and Marketing Agent




Industry :  Health and Skin care products and services  
Jun 2003- Jan 2004 (Contractual)
Jollibee Food Corporation - Service Crew 




Industry: F&B  

TRAININGS AND SEMINARS 
( Level 1- Fire Safety and Prevention Training - December 2015

( Dangerous Good Awareness - 2008

( Competition Law Seminar - December 2015



( ISO 9000 -2008

( First Aid International UK (Certificate# 202005/516376/710963) 
( Special Service Training for courier and shipping -2008

- November 2015






( Business Writing Skills - 2008

( Anti- Bribery and Code of Conduct Seminar - October/ November 2015
( Customer Service Training Workshop - 2005

( Offshore containers Seminar and Training (by Lloyds Register EMEA)
( Communication and Accent training - 2005

- May  2014

( Helium and Cryogenic Tanks, Product and Technical Training - May 2013





( Hazard Identification and Risk Management (Certified by Santis HSE Management Dubai) - Feb 11-12, 2013
( Internal QMS Auditor/ IRCA (International Register of Certificated Auditors- Certificate# 9723) - Nov 07-08, 2012 

( Bills of Lading by Dubai Shipping Agents Association- May-July 2011

PERSONAL PARTICULARS















Age:


33




 
Nationality:

Filipino
Gender:


Female
ACADEMIC QUALIFICATION

(  Bachelor’s Degree - B.S Nursing, April 2005, Philippines
REFERENCES 
Available upon request.
JINGLE 
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