Ana Isabelle B. Santos
29
 DMC St. Sta. Ana, Taguig City, Manila,  Philippines
+639089097901
anaisabellesantos@gmail.com

OBJECTIVES :
Seeking a challenging opportunity where I will be able my strong organizational skills, educational background, and ability to work well with people, which will allow me to grow personally and professionally.
SKILLS :
· Communication comfortable writing and speaking.
· Computer literacy proficient at MS Excel, MS Word and MS Powerpoint.
· Knowledgeable in SAP System.
PERSONAL INFORMATION
	Date of Birth	:	January 02, 1991
	Place of Birth	:	Taguig City
	Weight	:	54 kgs.
	Height	:	5’2”
	Religion	:	Roman Catholic
	Civil Status	:	Single
	Father’s Name	:	Joselito De Luna Santos
	Occupation	:	None
	Mother’s Name	:	Emelinda Baldimo Santos
	Occupation	:	Housewife
EDUCATIONAL  ATTAINMENT
2008 – 2010                      INFOTECH of Arts & Sciences Computer Science
    Kapasigan, Pasig City
2007 – 2008	 RIZAL TECHNOLOGICAL UNIVERSITY
               BS in Electronics & Communication Engneering
Boni Ave. Mandaluyong City
2003 – 2007	MARIA CONCEPCION CRUZ HIGH SCHOOL
Sta. Ana, Pateros Metro Manila
1997 – 2003	TAGUIG ELEMENTARY SCHOOL
Sta. Ana Taguig City
TRAINING & WORK EXPERIENCE
	June 12, 2010
	3rd Presidents-elect & Secretaries-elect
Training Seminar
Citimotors, Pasong Tamo, Makati City

	
Feb - April 2010
	TRAFFIC MANAGEMENT OFFICE
City Government of Taguig
MANAGEMENT-OJT
Data Encoder

	
August – Sept. 2010
	DATA EDGE CORP.
Data Encoder / Controller
· Process and gather data regarding on the sales of the company in all stores and branches.
· Prepare reports for any discrepancy and variances regarding daily amount sales of the company.

	
Jan. – May 2012
	DHL – Avon
Bundler / QA
● Check and inspect the quality of the items to ensure that they meet the production standards.

	May 2012 – Aug. 2013
	DHL – WATSONS
Receiving Checker


· Check the actual stocks and quantity of the item.
· Assure that all stocks are in good condition, no bad orders.
	
	● Receive item with correct quantity using RF terminal / Scanner.

	Sept. 2013 – April 2016
	DHL – Metro Gaisano
Receiving Checker / verifier / encoder
· Check the actual stocks and quantity of the item.
· Assure that all stocks are in good condition.
· Verify supplier’s document vs. purchase order.

	
April 2016 – July 2016
	DHL – P&G Robinsons DC1 Stocks Analyst / Encoder
· Communicate stocks reporting to Senior Manager.
· Analyze results and set up reports containing respective conclusions, Ideas, and general guidance.
· Collect, analyze, evaluate and report data in order to increase sales productivity.

	Oct. 2016 – Aug. 2021
	MAGSAYSAY Shipping and Logistics


Onestop Logistics Solutions Inc.
           Inventory Control Analyst / Material handling
· Facilitate Daily and Monthly Cycle count.
· Reconciles daily cycle and monthly cycle count.
· Prepare reports for any discrepancy noted during the cycle count.
· Prepares Stock Adjustment Request form for Bad Order (BO) stocks.
· Validates all documents received and issued in the warehouse.
· Participates in the Monthly Inventory audit conducted by Finance.
· Makes necessary and approved inventory adjustment in the system.
· Performs other duties as may be assigned from time to time.
· Responsible in securing stocks with special instructions.
· Ensures accurate data reporting.
· Facilitates in monitoring of stock replenishment.
· To be able to make sure that stocks are at the right quantity and batchcode.
●Create pick list for picking.
   ●Prepare documentation such as CDN & INVOICES.




Oct. 2021 – Present 	  JC Worldwide Franchise
					   Inventory Analyst

· Facilitate Daily and Monthly Cycle count.
· Reconciles daily cycle and monthly cycle count.
· Prepare reports for any discrepancy noted during the cycle count.
· Prepare reports for damage stocks.
· Validates all documents both inbound and outbound transactions.
· Participates in the Monthly Inventory audit conducted by Finance.
· Updating of inventory manual monitoring from time to time.
· Performs other duties as may be assigned from time to time.
· Responsible in securing stocks with special instructions.
· [bookmark: _GoBack]Ensures accurate data reporting, such as Inventory Summary, Warehouse material monitoring, Attendance daily monitoring, Inbound and Outbound daily transaction.
· Transact and prepare documentation on system such as Purchase Order Receive and Inventory location transfer.




CHARACTER REFERENCES

MS. NOVELYN P. TECSON
Operation Manager
+639326318633
MR. MICHAEL V. PARDO



MR.REX CABARDO
Operation Manager
+639989672875

	Operation Manager
+639178579680




Ana Isabelle B. Santos
Applicant
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