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Ambitious and enthusiastic business professional dedicated to providing outstanding customer service and cost control. Detail-oriented, processes a high volume of purchase orders with a commitment to accuracy. Enthusiastic team player readily establishes positive relationships with multiple stakeholders.
Personal Details

Nationality  : Filipina

Birth Date : 31.10.1975

Marital Status : Married

Career Objective :
· To make a sound position in corporate world and work enthusiastically in team to achieve goal of the organization/MNC with devotion and hard work.

· To be involved in work where I can utilize skill and creatively involved with system that effectively contributes to the growth of organization.

· To succeed in an environment of growth and excellence and earn a job which provides me job satisfaction and self development and help me achieve personal as well as organizational goals.

Education Qualification
College:
 Philippine School of Business Administration

 Bachelor of Science Business Administration  
                        

 Commerce / Major in Management

         1992- 1996

Secondary:
 Rizal High School
 




1988-1992



 Pasig City Philippines

Primary:
 Pasig elementary School




1982-1988



            Pasig City Philippines

EMPLOYMENT HISTORY:
Position Held          Purchaser/Admin
Company                Phoenix Sun International Corporation

                                 February 2008  - May 2015
JOB DESCRIPTION
· Reporting directly to the Senior Buyer, assist with vendor selection and bid evaluations.
· Arrange expedited shipments to prevent unscheduled manufacturing downtime.
· Process all purchase orders for Engineering, Maintenance and Stores Departments, averaging total annual procurement expenses.
· Assist the Buyer on special projects focused on cost reduction initiatives and process improvement.
· Contact suppliers to resolve missed deliveries, short shipments and pricing discrepancies.
· Provided support to the Buyer and Procurement Manager, assisting in the preparation of RFQ’s, RFP’s, and purchase orders.
· Developing relationships with distributors.
· Involved in selling off excess, damaged and inventory and stock.
· Resolving disputes and claims with vendors and suppliers
· Works closely with relevant parties to perform routine monthly stock check for audit process.
· Ensure all documentation procedures are enforced and executed.  
             Roles and Responsibilities

· Oversees the daily operations of Purchasing Department concerning the purchase requisitions, canvassing, issuance of purchase orders, negotiates terms of payment, prompt delivery and quality of materials to be used by the end users

· Monitors and maintains monthly inventory of stock and non stock items and adhere to company’s re-ordering point.

· Maintains inventory level thru posting MRP at the Navision and coordinates with accounting for proper documentation and tallying of payables and receivables.

· Negotiating and requesting for the best possible discount on the quotation received from the supplier

· Maintain and update all sales and purchasing reports for forecasting and cost tracking.

                         Knowledge & Skills
· Developing value added supplier relationships and practices.

· Strong negotiating skills.

· Able to cope with the demands of a fast paced and changing business.   

· Ability to identify trends.
· Working in a team oriented environment and taking on individual responsibility.
· Quick and excellent learner.
Position




Admin Assistant / Purchaser

Company 




Centerline Construction
                                                                      August 18, 1998 to January 18, 2008

· Responsible for material planning and delivery control in accordance with sales forecast and production schedule. 
· Plan, organize and lead the Planning & Purchasing Department operation. 
· Assist in all process improvement in the area of planning and recommend improvement on work process.
· Work on the areas for improvement of planning and recommend improvement on work process
· Monitoring good material planning activities to ensure it is carried out efficiently. 
· Prepare accurate material report and updating BOM.
· Works closely with relevant parties to perform routine monthly stock check for audit  process 
· Involve in Physical Inventory Exercise.
· Ensure all documentation procedures are enforced and executed.  
Position




            Admin / Liason Officer

Company 




             UNI-SPIN CORPORATION

                                                                              April 16, 1996 to July 1998
JOB DESCRIPTION
· Receives, counts, and pays out cash. Prepares, issues, and sends out receipts, bills, policies, invoices, statements, and checks.
· Records orders for merchandise or service
· Performing variety of following or similar duties and utilizing knowledge of systems or procedures
· Holds petty cash fund

· Manage proper distribution of work for all workers

