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Warehouse Distribution Staff
Distribution Management| Forklift Operation | Organization Skills

Experienced and passionate Warehouse Distribution Staff with years of extreme dedication, organization, and team orientation. Outstanding customer service, communication, and interpersonal skills. Highly adept at assisting coworkers and customers utilizing best practices. Detail-oriented, strong organizational skills with the ability to carry out tasks with minimal supervision. Shipping and receiving documentation, warehouse safety and inventory management. Skilled knowledge of forklift and reach truck operation. Attention to detail of variance and shipping reports. A vital member of the branch management team.

WORK EXPERIENCE

Warehouse Distribution Staff/Group Leader                                   December 2019 to Present
Mikuni Terminals Mechatronics Philippines | Subic Bay Freeport Zone, Philippines
1. Parts Receiving 
a. Follow-up Notice of Incoming Shipment 
b. Verifies the actual parts versus Invoice 
c. Check and report every irregularity and damaged delivery
2. Parts Checking
a. Updates supplier confirmation for priority parts
b. Verifies the quantity of part description listed in invoice vs. actual especially rush items
c. Sorting/Segregation of quantity based on Purchase order.
3. Purchase Order (P.O.) Registration
a. Check and register all information listed on P.O. registration delivery output (system)vs.
invoice
b. Compares the quantity and price listed from invoice vs. delivery document output (system
based)
c. Report all prices discrepancy irregularities to Controller especially rush items.
4. Labeling of items received
a. Pasting of labels generated from system based from items and its appropriate quantity
5. Parts Movement
a. Locate the registered items to each designated location for next process.
i. parts with inspection: forwards to Quality assurance section
ii. parts without inspection: direct stock-in to Warehouse location
b. Make sure that all shortage items are delivered immediately.
6. Irregularity Reporting
a. Report all irregular items found during receiving.
b. Follow up status of pending irregularity .
c. Update Irregularity Monitoring for file.
7. Monitoring and Handling of Receiving Reports
a. Prepare and submit daily P.O. Transaction Summary Report to Finance Dept.
b. Ensure Delivery Acknowledgement for all Non-inventory parts base on compliance
requirement.
c. Update Invoice monitoring for all received items.
8. Performs other incidental and related duties and tasks required/ assigned by the superior.

Warehouse Distribution Staff/Leader			           July 2015 to November 2019
Hitachi Terminals Mechatronics Philippines | Subic Bay Freeport Zone, Philippines
	
Material Preparation
1. Material Preparation Controller
a. Pick all parts listed on MES / Material Requisition Form, and Stock Transfer Request
based on quantity assigned by the planner.
b. Perform picking operation, counting and scanning using MES transaction.
c. Maintain inventory accuracy based on each individual line assignment.
d. Performs packaging on accepted product/s and assures packaging standards,
procedures and requirements are strictly being followed.
 Proper pallet size, type
 Properly secured; straps, staples, tapes
 Documents and label attachments, etc…
 Proper tools and equipment used during packaging
e. Reports on abnormalities encountered such as defects, shortage, etc to the
immediate supervisor. Recommends solutions and improvements to prevent possible
recurrence.
f. Deliver the picked parts based on designated production area.
g. Assure all parts are delivered on time to production line.

Finished Goods Controller
1. Monitor the availability of Finished Goods (FG) inventory in the system based on committed shipments to customer.
Others
1. Promotes and recommends improvements on 5’S, KAIZEN, SAFETY and TEAMWORK for
the group.
2. Performs other incidental and related duties and tasks required/ assigned by the superior

EDUCATION


Bachelor of Science in Computer Science					   	   	   2005
Columban College, Inc.| Olongapo City, Philippines


LANGUAGES

Fluent in English and Filipino / Tagalog
