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POSITION APPLYING FOR:​PROCUREMENT, ADMINISTRATIVE OR   ANY POSITION SUITABLE TO MY QUALIFICATIONS
OBJECTIVE​
: To be able to find a position where I can apply my knowledge, learn new things, encounter challenges and contribute for the betterment of the organization with pleasure and satisfaction.
EMPLOYMENT RECORDS:
IBG GROUP OF COMPANIES – is a group of companies located in Metro Manila andoperating in various nature of business / categories such as Publications Company, Printing Press Company, Drug Testing Laboratory, Corporate Medical Check-up Specialists Inc., Medical Company, Motor Pool, Soap, Perfume and Cologne Manufacturer, Brokerage Member Philippines Stock Exchange, Great Job Recruitment Agency, Five (5) Restaurants, Three (3) Shopping Malls and Forty (40) Branches of Hotels.

(1)  I-Grand Merchants Inc.
Building Administrator and Production Head
July 2004 – April 5, 2010

and

November 2010 – February 15, 2015
• Handles all leasing concerns and assist tenants during improvements or renovations of commercial buildings and ensuring that mall policies are strictly complied.
• In-charge of all support groups such as security and maintenance department.
• Monitoring of all monthly rentals of leased areas including the parking area.
• Responsible in monitoring all department concerns and requisitions from supply, motor pool and maintenance.
• Supervises the entire operations of the soap, Perfume and Cologne manufacturing department.
• Insure the properties in a good and proper maintenance
• Conduct on the spot inspection to the sites/premises.
• Monitoring the report of all Maintenance and housekeeping supervisor.
• Responsible for the Quarterly Performance Evaluation of the employees and recommend for the regularization, promotion and increase of salaries for deserving personnel base on the performance evaluation report.
(2) Ad Finders Publishing Inc.
Centralized Procurement and Administrative Manager
July 2004-April 5, 2010

and

Nov. 2010 – July 2012
• Administer all procurement staff activities and transactions.
• Manages the centralized procurement transactions of the entire affiliates of IBG Group of Companies as listed above.
• Checking and approval of all canvasses submitted by the procurement staff to ensure that it conforms to the purchase requisitions.
• Authorized signatory of all purchase orders.
• Approval of all vendor’s accreditation and negotiations for the suppliers’ terms and conditions.
•Represents the Centralized Procurement Department in all Mancom Meetings of the affiliates especially during the Construction Management to address all their concerns pertaining to their material purchases and deliveries.
•Coordinates with the department heads on the upgrades of their technical and equipment requirements especially focusing in the information technology and construction section.
• Coordinate with the F & B Section to all their latest menu line-up of our hoteland restaurant affiliates to ensure the proper sourcing and continuity of supply of needed ingredients.
• Ensures facilities in good and proper maintenance.
(3) DrugCheck Philippines, Inc.

Drug Testing Laboratory – 120 Branches in Philippines

Operations Manager

May 2002 – April 2008

• Handles all the Operations Department transactions and Monitoring the operation of all outstation offices nationwide.

• Monitoring of all daily sales to ensure that each outlet must meet their prescribed quotas.  

• In charge of all company purchases and liquidations. 
• Approves cash advances and reimbursements in all branches.
• Conducts regular branch visit and inspection and handling employees’ performance evaluation.

JANGHO QATAR L.L.C
1st Floor Office No.3 Building–A​
Near AL-Waab City, Salwa Road
Doha, Qatar P.O Box 19752
Administrative Assistant                                                       
April 2010 - Oct. 2010 
• Assist the Administrative and Human Resources Executive.
 • Update Contracts and rentals of offices, Flats/ Villa’s for company and executive accommodations. 
• Prepare invoices and coordinate to the finance department for the release of the monthly payment. 
• Read and analyzed incoming memos, submissions of reports in order to determine their significance and their plan distribution.
• Open, sort and distribute incoming correspondence, including faxes and email.
• Perform general office duties such as ordering and purchase of office supplies.
• Make travel arrangement for executives such as Hotel reservation and airlines booking.
• Coordinate to the Landlord of the offices, Apartments and Villa’s regarding payment of the monthly rentals and maintenance concern.
QUALIFICATIONS:
Graduated

: 
Computer System Design and Programming
Year


: 
2004

​School


:
AMA-CLC (AMA Computer Learning Center)
Shaw Blvd. Mandaluyong City, Metro Manila
COMPUTER SKILLS
:​
Microsoft Word, Excel and Internet Surfing 
STRENGTHS​

:​
Self-confidence, motivated, friendly, good communication Skills and interpersonal.
PERSONAL DETAILS:
Date of Birth​
:​
September 22, 1979
Age​

:​
34 years old
Sex

​:​
Female
Civil Status​
:​
Single
Religion​

:
​Roman Catholic
Citizenship​
:​
Filipino
Languages
​:​
English & Filipino
Visa Status
:
Tourist Visa valid 

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