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Detail-oriented professional with 9 years of experience with a proven knowledge of accounts, warehouse and inventory management, reports generation and analysis. Aiming to leverage my skills to successfully fill the needed role at your company.
Skills
	· MS Office Proficient (Word/Excel and Powerpoint)
· Knowledgeable in SAP/Oracle

· Reports Generation

· Time management
	· Multitasking

· Customer Service

· Flexible



Experience
Jul 2021 – present
Warehouseman / UNAHCO, Inc. – Balagtas, Bulacan, Philippines
· Responsible in warehouse management. 
· Inventory management of raw materials and finished goods.
· Inventory counts of raw materials and finished goods.
· Entering data with regards in warehouse and inventory in software programs.
· Making sure warehouse FIFO practice is maintained.
· Checking all outbound pick-ups and deliveries.
· Checking the ageing of finished goods.
· Coordinate with PPIC and QA with regards to warehouse status.
· Regular inspection of warehouse.
· Routine visit in satellite warehouse.
· Ensuring safety protocols and regulations in warehouse.
· Loading and unloading of materials.
· Order fulfillment.
· Scheduling trucks for deliveries or transfer of materials and finished goods.
· Preparing of delivery receipts and invoices.
· Preparing reports about warehouse transactions for other departments.
· Accepting of deliveries.
· Customer service.


Feb. 2015 – Jul. 2021
Credit Analyst / UNAHCO, Inc. – Mandaluyong City, Philippines
· Responsible in account reconciliation. 
· Handled customer correspondence via phone calls, meetings and field visits.
· Analyzing data to determine account status.
· Analyzing credit history.
· Evaluates credit profile, exposure and other data.
· Ensuring customer’s compliance with credit policies.
· Updating customer records by conducting field visits.
· Undertakes document preparations.
· Issuing notices/memo for credit violation.
· Reconciling invoices and delivery receipts.
· Making sure that loans were collected on time.
· Preparing credit reports such as A/R and Collection Reports to be used in customer reconciliations.
· Order Management and fulfillment.
· Preparing reports, analysis and presentations for management.
· All related clerical jobs within the department.
may 2014 – oct. 2014
Office Clerk / BDO, Unibank – Pasig City, Philippines
· Maintained records and performed clerical support.
· Opened and routed incoming mail, answer correspondence and prepared outgoing mail.
· Maintained organized filing system of paper and electronic documents.
· Delivering documents to other department.
Education
2009 - 2014
Bachelor of Science in Business Administration  / Polytechnic University of the Philippines – Manila

2005 - 2009
Holy Spirit National High School  / Quezon City
References

Ericson Martin – Credit Manager/ UNAHCO, Inc. (09178087275)
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