Gulfjobseeker.com CV No: 1384758
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

        http://www.gulfjobseeker.com/feedback/submit_fb.php
Objective:

To work in a respected Company where I can utilize my knowledge proficiently in promoting service that will lead to upright development of the company and to be recognized as a professional and excellent worker by consistently delivering top quality job.

Skills:
ERP Systems, Logistics & Purchasing Systems,Microsoft Office(Word, Excel, Outlook, PowerPoint etc.), Fuel Inventory Systems (AXAPTA, Hawkeye, AFIS & FMIS), Fast Learning skills.

Abilities:
Excellent knowledge of Oil & Gas industry

· Combination of academic study and ‘hands-on’ jobs and training by completing a course and in-house cadetship.

· A broad understanding of Oil & Gas industry with experience working on a variety of projects, from small regional jobs to large commercial national contracts.

Teamwork and Leadership skills

· Supervise a team of Inventory clerks, as well as working within the larger Fuels Inventory Management Department.

· Good internal/external relationship management skills.

Invoice Processing skills

· Perform and oversee end to end invoice process and responsible for inspection, finalization and reporting the results of turn over investigations of variances for all fuel, receipt, and issues of operations, to ensure that all procedures in place are being followed for proper accounting and inventory.

Auditing, Sales and Marketing skills

· Researching, drafting, analyzing and suggesting sales and marketing ideas, concepts for improvement of the company.

· Other skills includes, good filling, cashiering and tallying, and driving vehicle up to 4500 gross weight
Work History

Inventory Supervisor
Supreme Site Services GmbH
Kabul Branch, Afghanistan

July01, 2011 – Mar. 03, 2015
*Supreme Site Services GmbH, Fuels Divisionis a supplier of fuels (Oil and Gas) in all US Base in Afghanistan and Africa with a Head Office in DSO, Dubai, UAE.

Description of Duties:
· Supervising subordinates on their tasks in a manner which complies with applied Standard Operating Procedures SOPs [for Ops, Inventory, and Transport]. Maintain updated records of all approved documents and drawings and their distribution clearly, under safe custody without any damage or deterioration with easy traceability.
· Monitoring Fuels stocks and recommend action plans to ensure proper Fuels Accounting and reconciliation, plus oversee tracking of usage trends of all fuel products in order to more accurate reporting and plan future inventory requirements.Bulk Tank Inspection / Product Inspection-Micro bulk Perma/Dura cylinders etc.(need to ensure that inspections are done properly and do random checks)
· Within the delegated authority (normally up to ±0.50% variance) from the Country Inventory Manager, analyze all stock reports and investigate all variances to reach a satisfactory and acceptable conclusion and report conclusions to the Inventory Manager and to the General Manager. All variances ±0.50% are to be reported immediately to the Inventory Manager for further investigation.

· Liaise with Operational staffs, on-site and at other locations, to ensure smooth and timely completion of dispatch and receipt documentation for fuels and fuel commodities transferred between operational areas or sold to customers, highlight to Line Manager if required.

· Finalize and submit the daily, weekly, monthly and yearly Inventory reports for release when the variances are within the allowed limits. Highlight to Line Manager if not in allowed limits.

· Crosschecking posted transactions in Hawkeye System, closing and finalization, and then informing Financial Inventory team in Dubai to extract any required reports.
· Drafting and suggesting amendments of forms and/or SOP’s for Fuels Inventory department.
· Review purchase order claims and contracts for conformance to company policy, decrease working capital and improve cash flow by ensuring savings in purchasing by sourcing competitive suppliers, planned strategy, on-time delivery planning and introducing new contract and payment methodology.
· Control the budget on purchasing, maintain a comprehensive supplier/vendor database for all foreign/local plant purchases inclusive of contractual terms & conditions, price structures and contact personnel.
· Negotiate and implement short-term/long-term contracts with suppliers for all the raw materials, finished goods and company department related services in line with industry.
Inventory Control Administrator
Supreme Site Services GmbH
Kabul Branch, Afghanistan

April 15, 2009 – June 30, 2011

Description of Duties:
· Conduct daily tank dips, accounts data entry task, daily consumptions, receipts reconciliation and fuel delivery.
· Checking and ensuring for the accuracy before final submission of reports and deadlines.Maintaining and updating the dispatch logbook, recording all loading and delivery activities
· Liaise within inventory, finance and operations department referring on the data entries.Help the department in achieving and exceeding productivity in the section, doing workloads assign by Inventory Personnel and/or Accounts Officers.
· Offering general office and on-site support for the Operations Department.
· Observing, learning and helping procurement and supply chain team on administrative duties.
· Performing aircraft refueling and ground vehicles retailing if required.
· MS Excel programming and implementing formulas for automatic calculations. 

· Recommend improvements to work processes and practices which are in place to maximize performance and productivity and integrate the various Fuels SOP measures and reporting mechanisms to maximize efficiency and increase accuracy.

· Oversee and confirm that all operational personnel are reporting the quantities of fuel and fuel commodities received, stored and issued each day. All anomalies are to be thoroughly investigated immediately.
· Accomplishing other workloads consigned by Management. 
Junior Security Officer cum Front Desk Officer
Dubai Properties Group
DIFC, Dubai, UAE
June, 2007 – Feb. 2009


As a Front Desk Officer for Dubai Properties Group, I worked in Dubai International Financial Center as a support role to the Arabic Reception, gaining an intense knowledge of flow processes and systems used in Management and Customer Service Operations.

· Answering phone calls and offering general office and on-site support to the Reception Department and walk in-customers.
· Process accounts from check-in to check-out, ensuring accurate postings of all incidental charges using computerized Front Office systems
· Demonstrate a complete understanding of the hotel’s policies, procedures and service standards and have full knowledge of the hotel facilities and happenings
Front Desk Officer
Abu Dhabi Plaza Hotel Apartments
AL Nadha St, Abu Dhabi UAE
June. 2005 – May. 2007
· Answering phone calls, checking & scheduling room availability to customers, other jobs instructed by the Management.

Trainings Attended

	Date of Training
	Course Name
	Trainer

	June 2007
	MS Office Work Course
	Fatima Al Shamsi

	June 2007
	Advanced Accounting Course
	Fatima Al Shamsi

	Sept. 2007
	Teamwork Leadership Course
	Dubai Properties Group

	Oct. 2008
	Junior Security Officer Course
	Dubai Security Group

	Feb. 2009
	Fuels Perspectives & Characteristics (OJT)
	Abu Dhabi Nat’l. Oil Com. (ADNOC)

	Nov. 2009
	AFIS (Automated Fuels Inventory System) Data Based – MS Access
	Karsten Radon
Patricia M. Torres

	June 2011
	BFIM (Bulk Fuel Inventory Management) System, Web Access
	Eswarakumar Chelliah

	Aug. 2011
	Fuels Business Ethics
	David Andrew Vernon

	July. 2013
	Hawkeye Fuels
	Solomon Royer


Interests: In my spare time I love reading books, listening to music, searching in the internet and walking or playing…

EDUCATIONAL BACKGROUND

Bachelor of Science in Mechanical Engineering
Tarlac State University (Tarlac City, Tarlac, Philippines)

Secondary

Alos National High School (Alaminos City, Pangasinan, Philippines)

Elementary
Alos Elementary School (Alaminos City, Pangasinan, Philippines)

PERSONAL INFORMATION

Date of birth

:
May 11, 1984

Citizenship

:
Filipino
Height


:
5' 8”


Weight


:
185 lbs.



Visa Status

:
UAE Visit Visa
I hereby declare that all the above information made in this application are true and correct to the best of my knowledge and belief.
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