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Jeffrey De Guzman
jefty85@gmail.com
Mangldan, Pangasinan, Philippines

(+63) 9311474936


PROFESSIONAL SUMMARY
Experienced custodian for twelve years in-charge of handling warehouse stocks and cash accountabilities. Goal-oriented and ensure that job responsibilities are met aligned with the company objectives.

WORK EXPERIENCE
Custodian
Dec 2010 - Present

Ajinomoto Philippines Corporation • Dagupan City, Pangasinan, Philippines


· Warehouse in-charge
· Daily release of stocks, POP’s, Promo Items to salesmen and/or Third Party Logistics

· Daily encoding and posting of stocks received, withdrawal, adjustments including in-transit and preparation of charge invoices

· Daily count in the main warehouse

· Conduct inventory count to all salesman

· Periodic receiving and control of finished goods stocks, POP and Promo items coming from Distribution Center or inter-shipment from other stations

· Checking actual Bad Orders upon return by salesman and/or Third Party Logistics.

· Control of release and usage of accountable forms (e.g. manual COD, Charge Invoice, Collection Receipts, Debit/Credit Memos

· Executes re-order request processing based on agreed review period and delivery lead-time

· Provides feedback on service level concerns and issues as basis of adjusting re-order system parameters (e.g. Safety Stock, Cycle Stock, Lead Time)

· Report any cases of non-compliance to sales operations guidelines and procedures and Company’s Rules and Regulations

· Monitor fixed assets and submit required documents to Head Office

· Submission of other reports as approved by Sales Department

· Daily monitoring of account receivables and reporting to Station Manager

· On-time recording of Debit/Credit Memo and Collection Receipts to SAP

· Proper safekeeping of daily cash collections and monitoring deposits made to the company bank account

· On-time payment and recording of monthly expenses

· Efficient management of Revolving and Petty Cash Fund

Admission Officer & Human Resource Assistant
May 2009 - Dec 2010

Asian Institute of E-Commerce • Olongapo City, Zambales, Philippines


· Monitors personnel selection in the Campus

· Updates and reports all personnel movement such as promotions, regularization, expiration of employment

· Check updates of papers, contracts

· Ensure 201 file records of employees are well maintained and updated

· Prepares and submit attendance and proper time keeping and payroll preparation to the HRD-Office

· In-charge in over-all marketing and retention programs and activities of the campus (promoting the school to public and private high schools) and coordinating to all different sectors related to all offers of the institution.

 
EDUCATION
Masters in Business Administration
Apr 2013 - Apr 2015

Lyceum-Northwestern University • Dagupan City, Pangasinan, Philippines


SKILLS
*Knowledgeable in Microsoft Office Applications Open Office Microsoft Windows User (all versions)
*Has background in SAP  

PROFESSIONAL CREDENTIALS
· Career Service Professional Eligibility from the Civil Service Commission

