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Job Objective: 

To seek a challenging and career oriented position in a dynamic organization to enhance my knowledge skills and contribute towards the success of organization
Profile Summary:

Organized and experienced store clerk/storekeeper Assistant and logistic incharged, expert in maintaining the flow of goods to ensure accurate merchandise inventory. Key skills and qualifications include:
Skilled in planning, organizing and prioritizing production operation.

Effective communication skills and the ability to handle multiple tasks all with an attention to fine detail
Accurate, superior written/oral communication and documentation skills.
Good knowledge of occupational hazards.
Professional Experience:
Production Controller Supervisor/Warehouse Incharge
Bespoke Fine Textile & Textile Tailoring

DIFC, Sheik Zayed Rd, Dubai UAE

August 28, 2012 to present

Responsible for planning and controlling the production

Supervising the flow of the work   production

Administered operating procedures and processes

Coordinating with the production and sales team in regards to the production status

Update the status of the production of the garments using the system SMART Tailor
Maintained store facilities to ensure smooth functioning – Made arrangements and placed orders for new stock and supplies whenever necessary.

Responsible for upkeep of various appropriate records of materials received.

Received deliveries of new equipment and ensured that all the supplies were in proper order – Stored the supplies and items received in their designated place to avoid time wasted searching for items and general confusion.

Issued supplies as per the demand of the clients and maintained records of payments.

Maintained the budget of all the expenditures incurred and presented same to store managers.

Reported to store manager on a regular basis regarding the need/demand of items so that the future orders could be placed accordingly.

Monitored the functioning of store equipment and reported problems and failures to the supervisor.

Purchasing Officer/Administrative Assistant

Decorati Interiors

Al Qusais, Zone 4 

February 2011- August 8,2012

Responsible for making invoices and purchase orders and delivery notes

Follow up for purchase materials status

Sourcing for good suppliers 

Processes invoices and payments

Keeping constant check on the materials supplies

Creates and revises systems and procedures by analyzing operating practices, recordkeeping systems, forms control, office layout, and budgetary and personnel requirements; implementing changes.

Answers and direct phone calls

Maintain contact lists

Produce and distribute correspondence memos, letters, faxes and forms

Develop and maintain filing system

Order office supplies

Book travel arrangements

Logistic/Shipping In-Charge/Inventoryman

Philippine Softwood Product Incorporated

Magallanes, ADN Philippines

June 2007- January 2011

Oversees incoming and out-going shipping activities to ensure accuracy, completeness       and condition of the shipments. 

Making invoices for shipped materials.

Preparing the necessary documents for the shipments.

Maintains various records either hard copies and computerized for reference purposes

Coordinates with plant manager, plant supervisor and plant personnel in order to attain delivery, cost and quality of service objectives.

Determine shipping priorities

Determine loading capacity limit of the shipment as required by the law.

Arranging the stocks and preparing for usage.

Monitoring stocks availability before the morning and shift operation.

Reports to the General Manager for the availability of the stocks before the operation start on both day and night shifts.

Store Keeper
Sicaba Export And Import Corporation
Quezon City, Philippines

May 2005- December 2007

Receive the material from the supplier.

Arrange the hardware materials received and make sure that the materials requested has been received correctly in regards with condition and quantity.

Record the receipt and issue of material in the respective bin card regularly.
Issues the material as per the requisition of the production

Sends purchase requisition to the purchasing department for the fresh purchase of the materials when the stocks reaches to ordering level.

Coordinate and supervise the duty of the staff.
Inventoryman/ Logistics Coordinator
United Wood Products Incorporated
Baan Butuan City, Philippines
April 2000- June 2002

Receives and inspects all incoming raw materials (e.g hardware and electrical, chemical supplies) and reconciles with purchase orders; processes and distributes documentation with purchase orders; reports,documents and tracks damages and discrepancies on orders received. 

 Fills supply requisitions;assists buyer to order adequate merchandise and supplies.
Receives, stores, tags and tracks surplus property; prepares property lists for items to be sold at auction. 

Receives and stores documents and confidential files; maintains record of approved document and confidential file destruction. 

Ships canceled and damaged items back to vendors as appropriate.

Maintains the warehouse, records area and stores area in a neat and orderly manner.

Answers questions regarding procedures and resolves discrepancies regarding receipts, deliveries, warranties, repairs.
Responsible for maintaining a record of all outstanding purchase orders with external vendors.
Arranges transportation and forwarding services for all orders to ensure material is delivered as per schedule.
Expedites all critical orders with local subcontract vendors.
Reviews expediting schedules on all customer orders. Obtains and forwards information to planning and sales teams.
Responsible for all duty customs sales and tax functions, including certification and verification, drawback, and compliance with governmental agencies.
Coordinates imports and exports.
Reviews freight rates: air, courier, and land.
Liaises with custom brokers for updated reporting procedures and valuations.
May serve as a lead worker to other classified staff in the area

Education:

Bachelor of Arts Major in Political Science

Central Mindanao University

Reference:
Available when request
