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An experienced in logistics professional with 8 years background in Warehousing, Inventory and Procurement. Capable of handling multiple tasks, with a strong attention to detail and excellent interpersonal communication skills.
Educational Attainment:                                                         

Notre Dame University

Bachelor of Science in Business Administration

Major in Management of Financial Institution

March - 2006
______________________________________________________________________________Experience:

Inventory Controller/Procurement Expeditor
Aldrees Petroleum & Transport Services Company
June 2011 to February 2015
Saudi ARAMCO Total Refining and Petrochemicals (SATORP) Contract - Maintenance Warehouse
Duties and Responsibilities

Inventory Controller/Procurement Expeditor at a world renowned oil and petrochemical refinery in the companies Maintenance Warehouse, which stocked in excess of $135,000,000 of material. Predominantly responsible for maintaining stock levels of over 30,000 items, expediting and facilitating the flow of materials to and from the warehouse.
· Responsible for creating Purchase Requisition (PR) in SAP.
· Familiar with the INCOTERMS.
· Obtain/Monitor daily Material Requirement Planning (MRP).
· Ensure that Material Management System (MMS) and SATORP company policies, procedures and authorization levels are adhered to.
· Improvement processes and systems to reduce inventory, minimize costs and maximize working capital.
· Responsible for managing and running planned cycle counts and stock takes.
· Ensure works orders are correct and fully completed and that all stock has been allocated to the job correctly.
· Ensure integrity and accuracy of the stock management system.
· Produce daily reports to ensure key critical areas of the stock system are controlled and any discrepancies addressed and resolved.
· Manage control measures to ensure mistakes, inaccuracies and
discrepancies are highlighted, addressed and resolved.
· Maintain a record of the outstanding purchase orders and contact vendors through telephone calls, by email and in person.
· Relay information regarding delays in shipments, contact with the shipping or transportation company to prevent delays in shipments. 
· Responsible for distributing production and shipment schedules, and meeting with department supervisors to discuss progress and completion dates.

· Create reports detailing work progress, costs, production issues and inventory levels.

· Prepare, distribute and handle weekly expediting reports showing visibility of all deliveries from local & overseas vendors.

· Assist to Finance on payment queries from the vendor/supplier (GRN, under inspection, rejected items).

Warehouse Storekeeper
Mitsukoshi Motors Philippines Inc.
April 2006 – September 2010
Warehouse

Duties and Responsibilities

· Process objectives were to be receive, identify, count and record incoming materials at the warehouse.

· Ensure material binning to the proper location based on the items volume, size, type & specification.
· Inspection and quality result recording and discrepancy reporting.
· Conduct preservation of material received/returned coming from packages and contractors.

· Responsible for yard arrangement of every material or equipment coming from hand-over packages.

· Conduct housekeeping weekly.
Technical Skills:
Proficient in Microsoft Packages; Office, Word, EXCEL and PowerPoint
Competent in SAP 

Driving License

Forklift License

Knowledge in Portal
________________________________________________________________________

Training and Seminars Attended:
· SAP Basic Training Course- August 17, 2011- Conducted in SATORP

· Accessing SAP Training- August 20, 2011- Conducted in SATORP

· SAP Advanced Training: August 28, 2011- Conducted in SATORP Main Building.

· Accessing SAP Material on Website Training: June 17, 2014- Conducted in SATORP Main Building.

· SAP Creating PR Course: March 16, 2014- Conducted in SATORP Main Building.

· INCOTERMS Training: April 10, 2014- Conducted in SATORP Main Building.

· CAROUSEL Training- November 11, 2011- Conducted in SATORP Warehouse.

· VNA Machine- November 22, 2011- Conducted in SATORP Warehouse.

· Forklift License- August 28, 2013- Conducted on SATORP Warehouse.

· Driving License: February 24, 2013- Conducted on Dhalah Al-Khobar.

· General Safety Awareness Seminar: March 09, 2014- Conducted in SATORP Main Building.

· General Environment Awareness Training: March 10, 2014- Conducted in SATORP Main Building.

· HAZCOM Awareness Training: April 22, 2014- Conducted in SATORP Main Building.

· H2S Awareness Training: April 22, 2014- Conducted in SATORP Main Building.

· Safety Induction Basic Training: September 16, 2013- Conducted in SATORP Main Building.

· Information Security Induction: September 09, 2014- Conducted in SATORP Main Building.

· 8 Golden Safety Rules: March 06, 2014- Conducted in SATORP Main Building.

· Response Plan Training: March 08, 2014- Conducted in SATORP Main Building.

· Defensive Driving Training: May 21, 2014- Conducted in SATORP Main Building.

· JSA Training: July 21, 2014- Conducted in SATORP Main Building.

· SMS (Safety Management Training: July 23, 2014- Conducted in SATORP Main Building.

· Fire Warden Training: April 13, 2014- Conducted in MIE Building.

· Environment and Health Section Training: April 23, 2014- Conducted in SATORP Main Building.

· Information Security Induction Seminar: September 29, 2014- Conducted in SATORP Main Building.

· Safety Management Seminar: September 25, 2014- Conducted in SATORP Main Building.

· SMS ELEMENT 7 for Contractors and Suppliers Seminar: October 21, 2014- Conducted in SATORP Main Building.

· SMS ELEMENT 8-Emergency Preparedness Seminar: November 24, 2014-Conducted in SATORP Main Building.

· Red Cross Training: 2005- Conducted on Cotabato City

