
 



 

 

 SCOPE OF WORK FROM PREVIOUS JOB 

 
SALES COORDINATOR 
SAN MIGUEL FOODS, INC 
May 15, 1990 to March 15, 2022 

 

Handled customer inquiries/complaints from the 

region 

Processed orders and deliveries to customers 

Coordinated with other sales offices for the 

transfer of goods to/from the base office 

Inventory management 

Processed weekly and monthly reports 

(Sales forecasts,Account Receivables,Remittances) 

Monitored office expenses versus budgets 

 
 SCOPE OF WORK FROM PREVIOUS JOB 

 
SERVICE COORDINATOR 
OUTSOURCED PHIL 
February 23, 2024 to 
August 30,2024  
(WFH/REMOTE JOB) 

 
 Schedule service appointments of vendors 

to clients via phone or email 

 Confirm the schedule to clients via phone 

 Update schedule in company software 

application 

 Source out vendors for emergency 

requests 

 

 SCOPE OF WORK FROM CURRENT JOB SCOPE OF WORK FROM PREVIOUS J

       
      SUPPLY CHAIN MANAGER 
      KM6 GENERAL MERCHANDISING 
      September 01 2024 to present 
       

 In charge of logistics fleet, assuring the efficiency of 
delivery of goods to customers 

 In charge of warehouse, ensures that all products 
ordered by the customers are complete and properly 
laid out for the logistics team to deliver 

 Monitors expenses such as fuel to prevent misuse of 
company resources 
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