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ANN                                                                                                                        



SUMMARY OF QUALIFICATIONS

· Registered Electrical Engineer (Philippines)

· Previously Working as Procurement In-Charge for Danway LLC from January 2007 to April 2010 
· Previously Working as Sales Coordinator / Purchase Coordinator / Technical Support Engineer for the Branch Offices of DGM Distribution, Dubai in Saudi Arabia, Qatar and Oman from August  2003 to November 2006

· Able to earn the trust of my superiors and friends and maintain a good rapport with all.

· Proven initiative and ability to work with minimal supervision under stress and pressure to achieve results.

· Excellent organizational and motivational skills with a highly objective and result driven mindset

· With valid UAE Driving License

CAREER OBJECTIVES

· To be given an opportunity to be part of a dynamic and prestigious organization with the interest to serve and contribute to the advancement of the company in whichever way possible.

SKILLS

· Proficient in VIBS/Inventory, ITMS, SAGE ACCPAC, AutoCAD 2000 (Beginner), MS Excel, Word.

· Strong analytical, communication, leadership and interpersonal skills
· Proven sales ability. 

· Track record of sales within a services related industry. 

· Understands a sales process and the ability to effectively sell on service as opposed to product. 

· Ability to diligently work autonomously 

· Exceptional interpersonal skills - strong communication skills both written and spoken.
PERSONAL INFORMATION

· Date of Birth

:  25 August 1980

· Place of Birth

:  Pasay City, Philippines

· Civil Status

:  Single

· Citizenship

:  Filipino

· Religion



:  Roman Catholic

· Languages Spoken
:  Tagalog, English

PROFESSIONAL EXPERIENCE

· Purchaser

       Leading Company
       11 August 2010 – Present

Job Description:

· Ensuring product volumes, and order flow are optimized in order to achieve target sales objectives.
· Identified new opportunities and negotiated timescales with suppliers

· Meeting strict deadlines and ordering on an ITMS purchasing system.

· Using ITMS to create purchase orders and various reports to check stocks and invoice information.
· Decreased costs and optimized supplier performances.
· Purchased all raw materials and spares for the production and make sure the stock is up to date.
· Assist in resolving Accounts Payable Invoice discrepancies and variances after Accounts Payable make initial inquiry. 
· Performs other related duties such as special assignments and annual major objectives as required.

•
· In-charge – Procurement Department

      Danway LLC, Dubai, UAE

      28 January 2007 to 11 April 2010
Objective in Procurement Department:

· Reduction of prices.

· Reduction of lead time

· Improvement of quality of goods/services

· Buying within budgetary limits

Job Description:

· In charge of general administration in the department

· In charge of  records and any other functions assigned

· Review / assess technical specification, BOQ ( Bill of Quantity) & drawings to determine suitable vendors & suppliers

· Review quotations of technical and specifications received from vendors and suppliers.

· Prepare & issue purchase orders in accordance with selected suppliers, price and technical specifications.

· Negotiating of prices and conditions of purchasing contracts.

· Researching and identifying potential new suppliers and recommends those most desirable.

· Key aim is to enable the buying capacity to be maximized to its fullest capabilities.

· Manage, help to generate, qualify as well as process orders including the preparation and follow-up of pending orders.

· Handling the follow-ups for delivery schedule for respective orders by the department.

· Filing paper works such orders and purchase requisition and maintains record of it.

· Processing payments and invoices

· Responsible for tracking historical trends, working in collaboration with the buying teams to achieve the best possible financial outcomes.

· Sales Coordinator / Purchase Coordinator / Technical Support Engineer

DGM Distribution, Dubai, UAE

04 August 2003 to 11 November 2006

Job Description:

· Providing technical and sales support to field / distribution sales branches

· Processing purchase orders for the field / distribution sales branches including market research and liaising with various suppliers such as Farnell in One, Omron, Sanwa.

· Assessing the delivery schedule of the consignment for the respective branches

· Checking and verification of the consignment before dispatch to the customer

· Handling the follow-ups for all pending issues for the branch offices

· Co-ordination of issues with the principals and the branch offices relating to delivery of goods, payment, customs clearance, shipment of goods etc.

· Responsible for maintaining customer, prospective and competitor databases and assessing and implementing marketing promotions

· Maintaining a smooth relationship with the customers.

· Responsible for monitoring the sales performance of the branch offices

· Manage, help to generate, qualify as well as process sales leads including the preparation and follow-up of quotations for tenders and general enquiries.

· Handling sales enquiries for the head office through e-mail and tele-marketing

EDUCATIONAL BACKGROUND

· B.S. Electrical Engineering

Mapua Institute of Technology - Manila



Manila, Philippines

1997 – 2002


· Advance Industrial Motor Control

Meralco Foundation Incorporated - Ortigas



Ortigas, Philippines

Short Course – April 2003 – June 2003

· AutoCAD 2000

Microcadd, SM Manila





Manila, Philippines

Short Course – May 2002 – July 2002
PROFESSIONAL MEMBERSHIPS

· Member of the Philippines Wing of the U. A. E Chapter of the IIEE  

· Certificate of Registered Electrical Engineer Obtained in November 2002

· Certificate of Registered Master Electrician Obtained in November 2002
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