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SKILLS AND QUALIFICATION


· 2-years of UAE experience as Import/Export Purchasing Staff excluding 5years of Purchasing experience in the Philippines

· Civil Service Eligibility Exam Passer, Professional Level (Philippines) – September 2010

· Proficient in Windows application (e.g. MS Word, Excel, PowerPoint and Outlook) and the internet
· Accustomed in conducting business research, field works, documentation and data analysis
· Knowledgeable in Inventory and Purchasing Systems
· Excellent interpersonal and communication skills

WORK EXPERIENCE


December 2012 to present

NAZO BUILDING MATERIALS TRADING EST. - Sharjah, UAE
One of the most recognized brands in the Ceramic Tile Industry as they carry world's leading ceramic factories from Europe and Asia.

Position: Import/Export Purchasing Assistant
· Handles inquiries of Salesmen and relay the same to the suppliers to resolve various concerns
(ie. prices and availabilities inquiries, complaints, etc.)
· oversees the movement and inventory level of stocks for replenishment purposes
· placing of order based on thorough analysis and budget allocation as well per month
· monitors the movement of the orders (ie. containers) from the supplier until its arrival at the warehouse through close coordination with the forwarding agent 
· Ensures timely updating of showroom panel displays and ensures full stock list for selling
September 2009 to December 2012
RCBC BANKARD - Philippines
A pioneer in the credit card industry with more than 25 years of experience in card issuing and acquiring under the MasterCard, Visa, JCB land CUP labels. 
Position: Purchasing Officer

· Supervises the procurement of all supplies, plastic cards, furniture and equipment for the whole company from canvassing, evaluation, recommendation to purchasing and acceptance/rejection of deliveries and services rendered and payment processing of suppliers’ bills
· Monitors delivery schedules and ensures that it is within agreed timeline. Otherwise, recommends penalty charges for each delayed transactions.
· Coordinates with the suppliers the after purchase condition of supplies and related services

· Processes car registration and insurance of company assigned vehicles
· Does Management Information System (MIS) related tasks 
May 2008 to January 2009

LEIGHTON CONTRACTORS INC. - Philippines
It is part of the Leighton Group who is the largest project developer and biggest contracting group in Australia. 
Position: Procurement Officer
Project Assignment - Masbate Gold EPC Project (Aroroy, Masbate)

· Handles approved Purchase Requisitions of Electrical Department and processes these into Purchase Orders with approved technical specifications and Cost Comparative Assessment
· Accountable in the monitoring of Electrical Department’s Purchase Requisitions, Purchase Orders and deliveries and submit these to the Manager on a regular basis
· Coordinates deliveries to Logistic Department (i.e. available schedule of barge, Freight Forwarding and Courier Services) from supplier’s yard until it reaches the project site

Duties and Responsibilities (Makati Head Office)

· Prepares the Cost Comparative Assessment (CCA) prior to awarding of Purchase Order

· Supports Logistics Section thru follow-ups on shipping documents for immediate release of shipment

· In-charge of the monthly updating of Suppliers and Sub-contractors’ Ratings

· Responsible for the Weekly Reconciliation Report to verify the total costs incurred per project code
· Assists in bidding/ tendering of various prospective projects

June 2007 to March 2008

SAMSUNG ELECTRO – MECHANICS PHILIPPINES CORP.
(Calamba City, Philippines)
Company

A TS16949 and OHSAS18001 certified company which specializes in the production of chip components.
Position: Purchaser/ Buyer
· Coordinates activities involved in procuring goods and services by monitoring the suppliers’ lead time, payment terms, deliveries and price negotiation. 
· Accountable in inventory function (Month End Inventory Status) prior to Purchase Requisition

· Recommends substitutes, alternatives or replacement for items that are not available on time or not available at all or if pricing is not competitive

· Processes the printed forms request used in the production (Checksheet, Worksheet, Stickers, etc.) 

· Prepares the Security Billing (Compensation / Salary)

· Coordinates with Finance Department on payment of regular and special/new vendors
TRANINGS AND CERTIFICATES


· Effective and Efficient Professional Purchasing and Procurement – Certificate of Attendance (Dec7-8, 2010)
· First Philippine Annual Ethics in Procurement – Certificate of Attendance (Nov 2010)
· Certificate of Attendance on Various trainings on Health and Safety Procedures - (2008)

EDUCATIONAL ATTAINMENT


COLLEGE


Bachelor of Science in Agricultural Economics

(Major in Agricultural Marketing and Prices)

University of the Philippines Los Baños, A.Y. 2003-2007 

· 
Included in the Honor Roll for two (2) semesters

HIGH SCHOOL


Canossa Academy





Calamba City, Laguna, SY 1999-2003




· Consistent honor student with Duty Award for Citizenship Army Training
ELEMENTARY


Christian Science Academy





Canlubang, Calamba City, SY 1993-1999

· Consistent honor student

PERSONAL DATA


BIRTHDATE


:
October 26, 1986

BIRTHPLACE


:
San Pablo City, Laguna

STATUS



:
Single

LANGUAGES/ DIALECT SPOKEN   :
Filipino, English, Cebuano
CHARACTER REFERENCES

Available upon request
I certify that the above information is true and correct.
