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Summary of Qualification:

Unit Chief-Supervisor


Hocheng Phillippines Corporation
Mass Merchandising Unit

L2 B4 Ph. III FCIE Bo. Langkaan Dasamañas, Cavite







August 8, 2008- up to Present

Nature of Business:


Manufacturing (Bathroom Fixtures)

Senior Cashier



Jollibee







Dasma-Bayan Dasmariñas, Cavite Phils.

2004-2005

Nature of Business:


Fast food chain.



OJT/ Clerical Job 



Philippine National Bank

Financial Center Macapagal Road, Pasay City Phil’s.

2003-2004

Nature of Business:


Bank/ Financial Intitution
Employment Record:

Hocheng Phillippines Corporation
L2 B4 Ph. III FCIE Bo. Langkaan Dasmariñas, Cavite

1. Ensuring constant improvement in the quality of customer service.

2. Responsible for supervising and coordinating the daily execution of merchandising activities.

3. Evaluating and coordinating inbound and outbound activity with the transportation providers to better apply cost reduction and meeting set budget.

4. Reviewing purchase order of customer to meet standard catalog and official price list or any price to meet delivery schedules and coordinating the same to Material Resource Planning Section (MRP).

5. Verifying and ensuring accuracy in the preparation of Sales Quotation.

6. Verifying and ensuring accuracy in the preparation of Delivery Receipt.

7. Verifying and ensuring accuracy in the preparation of Product Return Slip.

8. Verifying and ensuring that the Request for Pull-out is being processed within the allowable time set by the company.

9. Coordinating with the Material Requisition and Planning Section (MRP), Sales & Marketing Department and other related department/sections to ensure timely completion of all work under the sales order.

10. Ensuring the availability of the finished goods and timely delivery with the Warehouse Section.

11. Ensuring complete and prompt delivery of products to customers.

12. Ensuring proper communication to customers and Sales team concerning any shipping variances and their root causes and corrective/preventive action plan.

13. Preparing and submitting accurate, pertinent and timely reports.

14. Perform other duties assigned from time to time by immediate superior.

Position:
Unit Chief Supervisor – Mass Merchandising Unit
Jollibee





Dasma-Bayan Dasmariñas, Cavite

· Interrelation with customer
· Handling sales for the whole day

· Assist cashier in their transaction.
· Responsible for the transaction with the bank.

Position:
Senior Cahier
Philippine National Bank

Financial Center Macapagal Road, Pasay City

· Correspondence copy typing, drafting of letters for final approval and reformatting and issue of letters.
· Scheduling of project meetings and all related arrangements

· Documentation and filing.

· Organizing contractors / quotes taking Job orders thru phone
· Collect & distribute mail.
Position:
Clerical Job

Skills and Capabilities: 

· Effective in interrelation with other people.

· Can easily fit and adapt to the nature of work.
· Capable in working as one of the team member.

· Knowledgeable in Handling computers, such as Microsoft power point, word, excel, access and also capable in Internet surfing.

· Can Work in minimal Supervision.

· Strong interpersonal skills

· Customer oriented

· Knowledge to product line and specifications

· Basic knowledge in ISO 9001:2000

· Knowledgeable in SAP system 

Educational Attainment:  

College:

Bachelor of Science in Business Administration 

Major in Business Management

De La Salle University-Dasmariñas Philippines




2000-2004


Seminars Attended:


Supervisory Skills Development Series


Balance Score Card Training



Negotiation Secrets & Strategies





Customer Service Skill & Techniques



Sales Processing Training




Good to Great (Management Development Series)


Personal Information:
Age:   


 

35 yrs. old

Date of Birth:



November 10, 1983

Place of Birth:


Guadalupe, Makati

Civil Status: 



Married
Height: 



5’4’’

Weight:



160 lbs


Citizenship:



Filipino

Religion: 



Born Again Christian

References:

Danna Alcantara-Plata
Order Fulfillment Administrator
                                                            Emerson


0927-424-3809
Glen Anacan                                      Sales Manager -
                                                            Hocheng Philippines Corporation
                                                            0933-8547272 / 0917-5593673
                     




Cherryl Ann S. Pacleb                       Executive Secretary

                                                             Church Of God- Dasmariñas, Cavite
                                                             0917-5026676

I confirm that all of written information is true and best to my knowledge.

Robelyn S. Palima
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