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Objective:

To be highly productive and safeguard the best interest of the company.
SUMMARY
· To lead the Purchasing function, develop and implement procurement plans, policies and procedures. 
· Work closely with the departmental heads to find out and plan their purchasing needs ahead of time.
· Dealt with various commodities with confidence and have good judgement and negotiation skills in
achieving the best deals for products being source locally and internationally. 
· Flexibility to adapt to pressure, self-motivated, attentive to detail, risk cautious at all times, fast learner 
and most of all very accommodating.
work Experience
(from January 2007 to March 2011)
Purchasing Officer (from September 2005 to December 2006)

Mammut Construction Group - Dubai, UAE

· Knowledgeable of ERP system – Oracle & Alpha Purchasing Modules
· Manage the purchasing needs of the Precast and Construction division with a team of 7 Buyers
(including myself), 3 Documentation Controllers and one Runner for urgent cash purchases and ensure self-confidence in decision makings shall encourage the day-to-day operations. 
· Receives, Evaluates and Prioritize the daily Purchase Requisitions (PR) of end users and see to it that PR’s shall contained clear information of quantity, unit of measure, specifications, brand, quality, drawings or samples and delivery time frame, and shall have approvals from authorized signatories to validate the order/s. The PR’s will then be distributed equally to buyers and converts the PR to PO to Delivery in compliance to the existing purchasing procedures of the company.  
· Communicate with end users if PR is unclear and obtain proper information prior to procurement
and purchase. To reinspect the availability of the requested items in the store (specifically tools & consumable items) because some or perhaps most of the requesters are just eager in requesting without checking first if goods are available in the store.
· Constant communication with Store’s Incharge to get updated with the Buffer Stock mainly the 

critical ones like, Raw Materials, Construction Chemicals, Cast-in Parts and etc... 

· Solicit quotations (RFQ) and analyse, perform value comparison, products and select vendors 

complying to company’s existing procedures and obtain at least 3 quotations or more for the benefit of transparency and Audit purpose. 
· Negotiates tactfully the price and longest payment terms for the best interest of the company.
· For Subcontracted Works – to obtain at least 3 proposals (RFQ) along with Submittals, if necessary, 
(BOQ, shop drawings, specifications, samples and company profile). A team of Engineers from the respective departments of QA/QC, Engineering, HSEQ & Project Manager will be involved technically to qualify the vendor, and the Purchasing Dept will negotiate further the best commercial terms and obtain the final approval of the Commercial Manager and/or the General Manager. A “Letter of Intent” will be processed and send to the vendor to acknowledge the same in the form of a “Letter of Acceptance” and finally, arrange the “Subcontract Agreement” for subcontractor to commence the works as stipulated in the contract.
· Maintains a ledger for Projects Subcontracted Works such as; Readymix Concrete, MEP works, Doors, Windows, Kitchen Cabinets, False Ceiling, Scaffoldings, Wardrobes, Precast Erectors or Manpower, EIFS, Painting, Sanitary Wares, Structural Steel, Waterproofing, Supply & Fix (Interlocking, Marble, Countertop) and etc...
· Maintains a ledger for Projects Equipment Rentals and monitor their respective off hiring dates.
· Placing local Purchase Orders for raw materials, sub-contracted works, tools and consumables,

fixed assets, stationeries, steel sections, ms plates, mechanical, electrical, plumbing, repairs & maintenance, equipment rentals & other services.
· Placing foreign Purchase Orders and organize the importation of goods by Air or Sea Freight.
Make sure to abide with the agreed Incoterms and proper documentations shall be met to avoid delays and in paying off demurrage charges of the consignment. 

· Constant communication with vendors to trackdown delivery of local and foreign orders. 
· Monitor supplier’s evaluation and recommend cancellation of orders and contracts for non-

compliance and non-performance.

· Liaise with Finance Department for LC application, payments to suppliers and documentation

submittals.

· Communicate clearly, courteously and maintain effective business relationship with other
employees, vendors, and the public.
· Generate KPI reports on monthly basis and other reports upon request.

Airline Representative & Cargo Supervisor (February 1997 to August 2005) 

Al Fajer Travel, Tourism & Cargo - Dubai, UAE

· Airline Representative of three Russian Charter Flights namely, Krasnoyarsk Airlines, Samara 

Airlines and Ukraine Airlines operated in Dubai International Airport.

· Coordinates with the “Ground Operations” of Dubai Airport Civil Aviation to obtain assistance for 

the ground handling services of the Aircraft on arrivals and departures. 
· Meet and assist Crew/Passengers to provide them easy access on arrivals and departures.

· Assist the flight Loadmaster in supervising bulk-cargo loading into the Aircraft and ensure safety 

and accuracy of the number of cargoes being loaded would be as per cargo manifest.

· Provide Aircraft fuel as per instruction of Flight Engineer/Ground Engineer.
· Provide catering services for passengers and crew. 
· Coordinate with Co-Pilot to ensure flight plan and ground operations would be finalized before 
the Estimated Time of Departure (ETD).
· Assist the Flight Navigator in obtaining “Briefing & Weather Forecast” through the MET office of 

Dubai International Airport.

· Brief the Co-Pilot with all export documents (Passenger Manifest, MAWB, HAWB and Cargo 

Packing List and obtain his approval by signing off the “Final Load Sheet” of the Aircraft).
· Authorize the “Final Call” for boarding the passengers through the department of “Passenger 

Services” of Dubai International Airport.

· Monitor the collection of Cargoes and ensure HAWB’s, Packing List and MAWB’s are properly 

executed for exporting the same in Dubai Cargo Village.

· Ensure customer’s needs and complaints are attended to.
· Follow up Invoices of Dubai International Airport Flight handling charges such as; Dubai Airport 
Civil Aviation Charges (Landing & Parking Fees), Airport Ground Handling Charges, Cargo Handling Charges, Shell Markets M.E. (Fuel Charges), ABELA (Catering Charges) and Hotel Accommodation Charges for Passengers & Crew. 
· Calculate Billing & Costing for each flight operations and file it into job cards for Manager’s 
approval.

· Prepare Invoices to clients.

Cargo Supervisor (October 1994 to January 1997) 

Al Hashmi Tourism & Cargo - Dubai, UAE

· Sales call to prospective clients for Import/Export services.

· Supervise cargo collection bound to the Philippines (Door to Door Services).

· Supervise cargo collection bound to Russian destinations (Airport to Airport).
· Ensure export documentations and procedures are done properly.

· Prepare Invoices to clients.

Cargo Officer (May 1991 to September 1994)

SNTTA Cargo - Sharjah, UAE

· Officer in-charge for the department of Manila Cargo (Door to Door Services to the Philippines)

· Ensure customer’s needs and complaints are attended to.

· Negotiating the least cargo rates and space allocations with the Airlines.
· Ensure export documentations and procedures are done properly.
· Supervise the collection of Cargo Consolidation all over UAE (Door to Door Services).

EDUCATIONAL ATTAINMENT

· Bachelor of Science in Civil Engineering




           

Baguio Colleges Foundation, Baguio City, Philippines (Year 1991)
· Computer Knowledge - MS Office (Word, Excel & Power Point), ERP Purchasing Modules – Oracle 
& Alpha System
PERSONAL DETAILS

· Sex







-
Male

· Nationality




-
Filipino

· Civil Status




-
Married

· Date of Birth




-
14 December 1964

· Place of Birth




-
Bontoc, Mt. Province, Philippines

· Religion





-
Anglican

· Sports






-
Bowling, Lawn Tennis, Table Tennis, Dart & Scuba Diving 
· Language Written/Spoken
-
English & Tagalog
· Holder of valid UAE driving license 

· Personal references would be provided upon request.

I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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