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CATHERINE SARAH P. INDENCIA
P49-07 4th and 15th St. Villamor Air Base Pasay City, 1309

Mobile No.: 09176580235
Email Address: sunnycath17@yahoo.com
Passport: P0525779B

WORK EXPERIENCE:
March 12, 2018 to Present


THE CATHAY DRUG CO., INC.
2nd Flr. Vernida 1 Condominium 120 Amorsolo St., Legaspi Village, Makati City, Philippines 1229

Supply Chain Analyst
Duties and Responsibilities:
1. Prepare annual Product Forecast for foreign suppliers, local importers and local toll manufacturers based on STM (Sales-To-Market) data for checking by the Supply Chain Manager.

2. Monitor Daily Stock Inventory of the concerned products at our main warehouse to ensure availability of stocks at any given time.

3. Review monthly or as needed each product’s stock level based on STM and prepare Purchase order putting into consideration the supplier’s production and shipping lead time.

4. Request Proforma Invoice/s from principal handle and initiate T/T and LC payment in coordination with the Treasury department

5. Coordinate with YSS Quality Management Department and Warehouse Section to ensure timely release for distribution of delivered imported finished products.

6. Monitor and encode Imported Finished products received by Warehouse

7. Coordinate with the specific supplier in connection to Damaged Shipment received by Warehouse

8. Prepare and distribute the shipping documents to all concerned departments

9. Review and analyze any product’s price increase for approval by the Vice-President and Treasurer

10. Check the correctness of Sales Invoices and Delivery Receipts against Purchase Order of local toll manufacturers, local importers of imported finished products and suppliers of packaging materials

11. Prepare and update regularly the annual summary of purchase orders of imported finished products per principal

12. Counter-Check received CDCI and CYDC WRR’s of Imported Finished products against Packing List of Principal

13. Handle and monitor products under CSP

14. Handle and monitor shipments for products under CSP

15. Assist and coordinate regularly with the Import/Export Specialist related to shipments concern.

16. Perform other related functions that maybe assigned from time to time by the immediate superior

January 2, 2013 to February 2018

DHL GLOBAL FORWARDING (PHILS) INC.

7th Floor Star Cruises Center, 100 Andrews Avenue Cybertourism Zone, Pasay City, Philippines 1309

Process Associate – GSC MNL
Duties and Responsibilities:

DHL Carga (July 1, 2017 – Present)

1. In-charge of the New Project

2. Last process with connection to Siscarga

SISCARGA (September 21, 2015 – June 30, 2017)
1. Team POC (October2015 – Present) - Assist Team Lead to do some administrative task 
2. Process Import Shipment to release in BR Customs system

3. Team auditor and TQA (Up to June 2017)
4. Cascading of workload

OFR (January 2, 2013 – August 31, 2015)
1. Knowledgeable in Ocean Freight A-Z Process (End to end)
2. Creating House Waybill & Master Bill of Lading for Export
3. Creating of Non-LOT (Import)

4. Process of Billing in JBA system (Import/Export)
5. Monitor the Requests in Email
6. Monitor the Shipments status
7. Prepare and attend the WPR Report based on Daily performance
October 3, 2011 to November 15, 2012
SKYFREIGHT FORWARDERS INC.







Sky Freight Center, Ninoy Aquino Ave.,






Parañaque City







Inplant Coordinator, Avon Products Account
Duties and Responsibilities:
1. Represent as broker
2. Check and update the billings (Soft & Hard copy)

3. Check the SOA for approval & submission before to submit to Customer (Logistic Manager)
4. Monitors and receive the Estimated Incoming Delivery

5. Taking pictures of the cargo before to unload & after dismantle once arrived in customer premises

6. Process of Claims/Damages to Insurance, Forwarder and Broker & Assist surveyor
7. Ensure documentation & filing of Dangerous goods.

8. Prepare documents for BIRs approval

9. Prepare/Attend to KPI meeting (customer/forwarders/broker)
10. Handling incoming/outgoing calls & emails
11. Coordinate with the customer’s warehouse & tracking department
12. Filing of Documents
May 28, 2010 to September 5, 2011

LIBCAP CORPORATION
Blk001 Lt002 Multinational Village, Multinational Ave, Parañaque City

Domestic Shipments

· Documentation Clerk – Ocean freight Dept.
· Dispatching Clerk – Air freight Dept.
Duties and Responsibilities:

Sea Freight
(September 2010 – September 2011)
1. Sea Freight-in-Charge in Ocean Department (Domestic)

2. Handling incoming/outgoing calls.
3. Monitors the Incoming/Outgoing Shipments
4. Prepare documents & dispatching the Delivery for Metro Manila, Locals (North/South/Central) & sea freight.

5. Filing of Records/Documents
6. Handling customer complaints

7. Prepare Incoming & Outgoing transmittals
8. Process of done delivery transactions (POD) & return to the origin
9. Monitor shipment status with carrier

10. Handling the Regular Employees under only my department (all related to employee concerns and company announcement/policies)

11. Ensure open communication with my employee

12. Planning for the equal distribution of workload
13. Coordinating with the Warehouse and Accounting Department
14. Coordinating to different Origins/Destinations (Domestic)
Air Freight 
(May 2010 – September 2010)
1. Assistant of Air Freight-in-charge (domestic)

2. Handling incoming/outgoing calls.

3. Handling customer complaints

4. Monitors the status of delivery

5. Dispatching the motorized for Metro Manila delivery

6. Segregate the daily deliveries
7. Process of done delivery transactions (POD) & return to the origin
8. Coordinating with the Warehouse and Accounting Department

November 9, 2009 – January 22, 2010
LIGHT RAIL TRANSIT AUTHORITY
Human Resources Management Division/

Personnel/Recruitment – Line 1, Pasay City

On-The-Job Trainee 

September 22 – September 27, 2009

PHILIPPINE DENTAL ASSOCIATION
SMX Convention Center, SM Mall of Asia

Registration Committee – Membership
September 22 – September 27, 2008

Registration Committee – Printing of Certificates
November 2007 – March 2009

ARELLANO UNIVERSITY JAS CAMPUS
3058 Taft Avenue, Pasay City

Office of Student Affairs (OSA)
Student Assistant
OBJECTIVE:
To obtain a challenging position that will allow professional growth and development opportunities.

TRAININGS/ SEMINARS ATTENDED

· May 16, 2019




→“cGMP, GDP and GSP”
· October 7, 2016



→Change Management Training
· September 27 to September 28, 2016
→CIF Training

· March 14 to March 17, 2016


→Quality Assurance Training

· September 24, 2015



→LOGIS Ocean Product Training
· September 11, 2015



→LOGIS Air Product Training
· August 24 to August 28, 2015


→Excel Training
· October 11, 2008



→Angat ka! sa Microsoft 2007 at Netopia 

    Microsoft eLearning Portal Program 

· September 3, 2008



→Philippine Youth Congress in Information 

    Technology 2008 UP Diliman, Quezon City 

· September 4, 2007



→Leadership Training Seminar/Workshop






  
   “Excellence through Competence, 

    Commitment and Dedication to Service” 

· September 7, 2006



→Leadership Training Seminar/Workshop

    ONSYNERGY 

· August 21 to September 18, 2004 

→(TESDA) Basic Computer (Window 2000) 
RELEVANT SKILLS

· Can speak English and Filipino languages

· Computer literate (MS Office application, Lotus Note email, Adobe Photoshop, and etc.)

· Knowledgeable in Logis Ocean/Air system, SAP, TMAS, DCM, Open reports (system generated), G-Apps and JBA system.
· Knowledgeable in Logistics, Warehouse Operation, and Back Office support.
· Proficient in typing, clerical and administrative works.
· Can operate machines like manual/computerized typewriter, scan, fax, photocopier, printer and shredder.
· Can do multi-tasking activities and flexible in schedule.
PERSONAL BACKGROUND

Age


:
32
Birth Date

:
July 18, 1989

Birth Place

:
Makati City
Civil Status

:
Married
Gender

:
Female

Height


:
5”4’
Weight


:
78 kilos.

Citizenship

:
Filipino

Religion

:
Roman Catholic

Spouse


:
Cyrus Neil A. Indencia

Children

:
Shawn Davy P. Indencia

EDUCATIONAL ATTAINMENT:
2006 – April 9, 2010



ARELLANO UNIVERSITY JAS CAMPUS
3058 Taft Avenue, Pasay City

Bachelor of Science in Computer Science
2002 – April 1, 2006



TUGDAN NATIONAL HIGH SCHOOL
Tugdan, Alcantara, Romblon
1998 – 2002




TUGDAN ELEMENTARY SCHOOL
Tugdan, Alcantara, Romblon

1997 – 1998




LA CONSOLACION COLLEGE







Binan, Laguna

IN CASE OF EMERGENCY:


CYRUS NEIL INDENCIA

P49-07 4th & 15th St. VAB, Pasay City


09565683573
CHARACTER REFERENCES:
· Upon request
