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OBJECTIVE

To seek a position that is suitable, based on my qualifications within a reputed organization where I could invest my professional knowledge and valuable experience to the optimum level.

Skills Profile

· Oracle E-Business Suite OPM Manufacturing/Filling/Packaging Production
· SAP (Systems, Applications, and Products in Data Processing) and WMS (Warehouse Management System)

· Efficiency, Reliability, and Accuracy with numbers.

· Able to work in a multicultural work environment.

· Have knowledge of general and legal office procedures.

· Can Read and Write Arabic.

· Computer Literacy (Windows, MS Office 2010, Lutos Note e-mailing)

EDUCATION

Bachelor of Science in Accountancy

Cagayan de Oro College 2001
Cagayan de Oro City, Philippines

EMPLOYMENT HISTORY

IFFCO Delmon Products Limited

Yanbu, Jeddah, Kingdom of Saudi Arabia

P.O. Box 414/41911

Associate Data administrator (Oracle E-Business Suite OPM)

September 12, 2013 to September 14, 2014
· Creating move order for the issuance of the material ingredient subsequent to the SKU’s Batch ticket to produce.

· Batch releasing and generate print out Batch ticket report (Pending to WIP Work in Process status) prior to the current line of the product and hand over to the anchorage filler operator.

· Direct contact with the planner for the each weekly planned of the product to produce.

· Generate LPN (Licensed Plate Number) for each pallet to be taken out to the FGA (Finished Goods Area) Warehouse.

· Posting of the material usage variance in accordance with the actual quantity produced:
I. ASB (Blow Molding machine) Pet Resin/MasterbatchesHokoprillClariant material usage resembles for the bottles produced.

II. Plastic injection molding (HUARONG Injection molding) PP/HDPE/Masterbatches Clariant/Wadding Capliner material usage resemble for the handles and un-wadded/wadded caps.
III. Daily Oil is posting corresponds to the material usage variance report.
· Batch completion after taking necessary posting of the actual materials, ingredientconsumption, including the mark checking of the scrap value allowed on each ingredient of material based on the last transaction date and time on the LPN scanning device.

· Prepare reconciliation report generated in Excel file format from the system Oracle EBS of the product transactionof each pallet movement match tothe FGA receiving of each pallet at the end of the shift.

· Update daily production consumable item used in succeeding lines.
Qatar National Import and Export

Doha – Qatar PO, BOX # 490

Matar Qadeem

Tel: +974 4456 2222 Fax: +974 4477 0694

June 15, 2010 to April 30, 2013
Data Entry Operator (SAP)(Systems, Applications, and Products in Data Processing)
· Logs and code data according to prescribed standards. Input data into computer system.
· Verifies recorded information to ensure accuracy and completeness of data. Identifies and correct errors.
· Updates files and records.  Creates back up files.
· Assembles, batches, and distributes data and reviews data to ensure accuracy

· Offers or obtains basic information or provides assistance on general matters.

· Reviews logs and database for discrepancies. Creates a list of discrepancies and receive direction on how and where to look to obtain correct information. Update database with corrected information.
· Responsible for checking the LPO and printing of invoices using SAP.

· Updates WMS and SAP system accordingly.

· Control all warehouse documents.

· Work Closely with other departments for any issues related to posting, documentation & etc.

· Prepares report for the warehouse supervisor.

· Direct contact with customer telephone inquiries.  

Provincial Philippine Health Insurance Office

Misamis Oriental, Cagayan de Oro City, Philippines

(January 15, 2007 – December 31, 2009)

SOCIAL INSURANCE ACCOUNTS ASSISTANT-II 
· Facilitates the preparation of materials for the enrollment and or renewal to Sponsored Program and PCF’s vouchers of Cagayan de Oro City, Misamis Oriental area.

· Accommodates and entertains queries from both walk-in / phone-in clients.

· Prepare and review insurance claims forms and related documents for completeness.

· Receiving checks from the clients health insurance payments.

· Sends notices of premiums due and forms concerning conservation or transfer of health insurance.

· Verifies health insurance claims that payments have been made.

· Performs other tasks as may be assigned.
MEMBER SERVICE OFFICER – II (Contractual)
· Responsible for hiring enumerators.
· Preparing job order contract of enumerators. 
· Responsible for Billing & Collection for the Sponsored Program. 
· Accommodates and entertains queries from both walk-in / phone-in clients.
· Perform other tasks as may be assigned.
CLERK – III (Contractual) 
· Administrative Clerk of Indigent Program Unit and Task Force Lanao.
Security Forces Hospital

Ministry of Interior 

Riyadh, Kingdom of Saudi Arabia

September 2004 to October 2006

Medical Records Technician (Transferred to Personnel Department after a year)

· Distributing analysis of charts and medical records to staff members requiring such information.

· Maintaining indexes according to established plans and procedures, prepared materials for cross references of records. 

· Maintained record system for follow-up patient care.

· Securing information from patients medical records for release to authorized individuals or agencies, assisted superior in training, orienting, and directing the activities of clerical staff.

Personnel Staff

· Reviews and verifies monthly data, time sheets and overtime sheets of medical records staff.

Autonomous in Region Muslim Mindanao

Department of Trade and Industry

Islamic City of Marawi, Philippines
(July 01, 2001 – June 30, 2004)

ADMINISTRATIVE ASSISTANT 

· Develop and maintain good working relationships with relevant governmental bureaus, agencies and authorities.

· Perform clerical duties to include, but not limited to, bookkeeping, copying, faxing, mailing and filing.

· Ensure Time & Attendance records are submitted on every employee within established deadlines.

· Coordinate and maintain records of the company’s personnel.

· Performs other tasks as may be assigned.

CLERK II (Contractual) 

· Compile, copy, sort, and file records of office activities, business transactions.
PERSONAL INFORMATION

Date of Birth

: March 3, 1981

Citizenship

: Muslim/Philippines

Religion


: Islam[image: image1.png]



