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Nguyeén Thi Tinh Quyén

Procurement Officer

PROFILE

g quyennguyenstg@gmail.com
0967615465
n TP. H6 Chi Minh

Nhén vién Thu mua c6 kinh nghiém trong hoat déng thu mua va xuat nhap khau,
bao gom tim kiém va danh gia nha cung cap, dam phan gia, quan ly don hang, phoi
hop van chuyén va theo ddi tién do giao hang. Cé6 kha nang lam viéc vai nha cung
cap, don vi logistics va cac bé phan lién quan d&€ dam bao nguén cung én dinh, t6i
uu chi phi va hé trg hoat dong xuat nhap khau hiéu qua.

Purchasing Officer with experience in procurement and import—export operations,
including supplier sourcing and evaluation, price negotiation, purchase order
management, shipment coordination, and delivery tracking. Experienced in
working with suppliers, logistics providers, and cross-functional teams to ensure a
stable supply chain, optimize procurement costs, and support efficient import—
export operations.

EDUCATION

SKILLS

Ton Duc Thang University

Bachelor of Business Administration (International Business)

Chuyén nganh : Kinh doanh qudc té
2017 - 2021

GPA: 3.89/5

Tan Cang STC School

Certificate in Export—Import Operations (2021)

01/2021 - 07/2021

Chung chi hanh nghé xuét nhap khau

Vietnam Logistics and Aviation School (VILAS)

Logistics & Import—Export

Import—Export Procedures | Quy trinh xuat nhap khiu

Shipment Booking & Coordination | Booking & diéu phdi van chuyén
Documentation (Invoice, PL, B/L, C/0) | Chirng tlr XNK

Shipment Tracking & Delivery | Theo ddi van chuyén

Followed up on purchase orders and monitored delivery
schedules | Theo ddi tié€n do don hang

Tracked international payment status and schedules | Theo
d6i tinh trang va tién d6 thanh toan

Software & Tools:

Certificate in Supply Chain Executive — Mini ERP (2021)
01/2021 - 07/2021

Ching chi quan tri chudi cung &'ng mini ERP va chung chi Van hanh

quan trj chudi cung trng mini.

Microsoft Excel (VLOOKUP, Pivot Tables)
VNACCS/ECUS, ERP/WMS systems
Canva, Lightroom, CapCut

Shopee, Lazada Seller Center, Meta Business Suite

WORK EXPERIENCE

02/2025 - NAY

CONG TY TNHH PUKU VIET NAM

NHAN VIEN XUAT NHAP KHAU (Import-Export Staff)

- Thuc hién khai bdo ASN cho hon 30 16 hang xuat méi tuan, dam bao chinh xac va
ding han.

Prepared ASN declarations for 30+ outbound shipments weekly, ensuring accuracy
and timeliness.

- bat booking véi hang tau/forwarder; theo déi lich tau, cut-off time va VGM.
Coordinated shipment bookings with carriers/forwarders; monitored vessel
schedules, cut-off times, and VGM



® (72023 - 04/2024

KADEN.VN

® (12023 - 07/2023

CONG TY BAO HIEM NHAN THO - AIA
(AIA VIETNAM LIFE INSURANCE
LIMITED COMPANY)

® 150017 - 122021

TRUONG TAN CANG CAT LAI (Tan
Cang STC School)

- Chuan bi va kiém tra chirng tir XNK (Invoice, Packing List, B/L, SI/VGM).
Prepared and verified documentation (Invoice, Packing List, Bill of Lading, SI/VGM)
-Tim kiém nha cung cap van chuyén ndi dia, nghién ctru, danh gia va lua chon nha
cung cap, dam phan gia ca phu hgp theo tiéu chuan.

Sourced, evaluated, and selected domestic transportation providers, negotiating
competitive rates and service terms to meet company standards.

- Theo dbi tién d6 van chuyén va diéu phai xe ndi dia.

Handled customs procedures and worked with customs authorities when required
-Theo ddi, xtr Iy cdc chirng tir thanh toan qudc t€, Phdi hop ké toan dé hoan thién
ching tir thanh todn

Monitored and processed international payment documents, coordinating with the
Accounting Department to prepare and complete payment documentation
accurately and on time.

- Quan ly hop déng gia cong ngoai va thuc hién dang ky hai quan.

Managed outsourcing processing contracts and handled customs registration.

- Xt& ly quy trinh hai quan sau théng quan, phoi hgp véi co quan hai quan va céc bo
phan lién quan dé giai quyét phat sinh.

Handled post-clearance customs procedures and resolved issues with customs
authorities.

- Phai hop véi kho, sales va ké toan d€ dam bao van hanh tron tru.

Collaborated with warehouse, sales, and accounting to ensure smooth operations

Trog li Kinh Doanh va Quan Ly Marketing (Sales and Marketing Assistant)

- Lén ké& hoach va trién khai chién dich marketing da kénh.

Developed and executed digital campaigns on Facebook, Instagram, Shopee
- Tang tuong tac va hé trg tang trudng doanh sé.

Increased engagement and supported sales growth

- Quan ly dtr liéu va cham séc khach hang.

Maintained customer database and handled customer inquiries

CHUYEN VIEN CHAM SOC KHACH HANG (Relationship Manager)

- Tu van khach hang, xdy dung va cham sdc moi quan hé khach hang.
Provided client consultation and relationship management.

- Hoan thién ho so, ho tro su kién/workshop va dam bao KPI.
Managed documentation, event support, and met performance targets.
- Dat hon 100% KPI doanh thu thang d4u.

Exceeded 100% revenue target in the first month

Thuc tap - hoc chimg chi hanh nghé (Logistics Executive Inter)

- Thuc tap hai quan - str dung VNACCS/ECUS.

Customs processing using VNACCS/ECUS.

- Nhan Sl va I1am SI cho hang khéng va dudng bién.

Prepared Shipping Instructions for air and sea freight.

- Chudn bi Export and Import shipping documents.

Assisted with export/import documentation and daily operations.

CERTIFICATIONS

CHUNG CHi TIN HOC VAN PHONG

Microsoft Office Specialist Word and Excel (MOS)

CHUNG CHi TIENG ANH
TOEIC Certificate: 550



