
 
 

FULFILLMENT ASSOCIATE (FULL-TIME) 
  
JOB SUMMARY 
 
The Fulfillment Associate will perform functions remotely/work from home, except when 
occasionally required by Management to physically report to Makati office for training and 
meetings. He/she will monitor website orders and website client concerns on a daily basis. 
He/she will monitor timely packing, pick-up and delivery in close coordination with the 
warehouse staff and courier company.  
 
REQUIREMENTS: 

1. Bachelor’s degree  
2. Prior knowledge of and experience in E-commerce is highly advantageous. 
3. Must have at least 1-2 years of experience with website sales. 
4. Proficient in using Microsoft Office (Word, Excel and Powerpoint) 
5. Previous customer service experience and the ability to deal with difficult customers is 

essential. 
6. Working desktop / laptop and stable internet connection 
7. Fluent in English and Tagalog 

  
DUTIES / RESPONSIBILITIES: 

1. Monitor website orders daily. 
2. Must be familiar with entire company product line  
3. Prepare waybills for all website orders every morning and send to Warehouse before 

End of Business Day.  
4. Relay all orders to warehouse staff, who will then pack & dispatch. 
5. Schedule daily pick-ups with Payo or Viajecito’s designated courier company. 

Coordinate with them as well to ensure all items scheduled for pick-up and delivery 
were fulfilled.  

6. Coordinate with warehouse staff every afternoon to ensure all orders scheduled for 
pick-up were fulfilled.  

7. Track orders on a daily basis and update clients regarding order status.    
8. Inform clients of any stock or delivery discrepancies (ie out of stock items or delays in 

delivery). 
9. Entertain all queries from website clients regarding orders, shipping, returns or 

exchanges. 
10. Respond to website customer queries in a timely and courteous manner via SMS, 

email or live chat. 
11. Work in close coordination with Viajecito Customer Relations Manager (VCRM).  
12. Submit Sales Report by Category every end of the month (every 1st of the following 

month) to VCRM. (Template will be given) 
13. Immediately report any website issues and website customer complaints to 

Management.   
 


