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CAREER OBJECTIVE
To be of service in high degree responsibilities and to offer the right blends of experience, skills and commitment to make a valuable contribution to the company.
PERSONAL INFORMATON
Born on November 2, 1978 at Batangas, Philipines; 36 years old; Married;
EMPLOYMENT BACKGROUND
Logistics Executive (April 27, 2008 – May 4, 2015)
MUNGO Fastening Technology General Trading LLC (MEA Branch of Mungo Befestigungstechnik AG, Switzerland) 
Procurement:
Directly leads or coordinate cross functional initiatives and represent company’s interest in the management of external relationship with vendors; 
Locates and establishes international and local vendors and deliver cost improvement based on sourcing strategies and compliance management; 
Summarizes the available quotations and forwards a recommendation to Sales Department and Technical & Engineering Department based on price, quality, delivery, service and commercial viability; 
Facilitate pre & post meetings with vendors related to evaluation, negotiation, contracts and product samples; 
Obtain required approvals as per established procedures, issue and process purchase orders and maintains full records of requisitions received, inquiries issued and purchase orders placed; 
Create purchase orders in ERP system and sending orders through to Mungo, Switzerland (Head Office) and to other international and local vendors; 
Expedite and confirm delivery of all open purchase orders to ensure timely arrival of materials; 
Ensure the satisfaction of Sales Department and Technical & Engineering Department by providing quality and timely procurement services and assistance; 
Ensure that all relevant documents, approvals, and cost center codes in the ERP System have been obtained and are accurate prior to purchase order processing; 
Prepare and generate weekly Material/Stock Report to analyze the materials and stocks movement. 
Logistics, Inventory and Warehouse Management:
Managing the inbound and outbound shipments (import and export), warehousing and inventory; 
Assists in the development, maintenance, and modification of a complex computerized inventory management system; 
Reporting on gross margin analysis by products and groups; Prepare weekly, monthly sales and inventory status reports; 
Supervise the daily activities of logistics assistant, warehouse assistants, helpers and drivers; 
Keep maintaining and monitoring the good working condition of equipment and delivery vehicles. 
Documentation and Delivery:
Prepares daily sales orders, deliveries, invoicing, documentation and up to monitoring of final delivery to local and export market; 
Ensure documents required by the customers such as invoice, delivery note or packing list, certificate of origin, legalized manifest, Bill of Lading draft and Letter of Credit; 
Making sure that the customer base constantly gets the best possible customer service and deliveries on time and efficiently manage the flow of orders and deliveries of/to customers. 
Sales Support, Coordination and Administration:
Providing quality customer service in order to increase branch profitability; 
Responsible for preparing local and regional sales offers/quotations and sales database; Generate reports for the Regional Director on weekly, monthly or an as-needed basis; 
Provide other supports to the Regional Director, Business Development Manager, Technical Manager, Marketing Manager and Sales Representatives; 
Handling of special tasks in accordance with the instructions of the direct superior (Regional Director). 
Logistics Supervisor / Sales Coordinator (May 1, 2006 – April 24, 2008) ORSINI Middle East (Licensed Operator of Direct Hotel Supplies)
Responsible for preparing local/regional sales quotations, sales orders, deliveries, invoicing and up to monitoring of final delivery; 
Coordinate with the Finance Manager and Sales Managers for the inquiries and processing of documents; 
Handling client’s inquiries, complaints and coordinate with concerned person; 
Coordinating with client in providing accurate and on time delivery schedules for all orders; 
Liaising with the Freight Forwarder for collection and shipments of export orders/deliveries and completing shipping documentation including invoices, manifests, packing lists, and quality documentation; 
Creating purchase order and placement of orders in the Suppliers as well as getting confirmation of receipt and time of delivery; 
Responsible for providing administrative support and preparation of reports. 
Sales Representative (February 2003 – August 2005) ASSET Marketing Corporation
Handles Sales/Marketing of Fast Moving Consumer Goods (FMGC) for supermarkets, 
Responsible for regular coverage and collection of sales; Introduce new product lines; Present marketing supports, advertising and promotions; Provides update on trade deals, discounts, promos, Negotiates for final order, solicits feedback and exchange for business ideas; 
Responsible for Administrative works – Prepares and submit reports such as MIR (Market Intelligence Report); DSR (Daily Sales Report); DCR (Daily Collection Report); Audit Report; Itinerary Coverage Plan; and other useful and relevant information/data. 
Achievement: Awarded as One of the Top Earner Salesmen of Year 2003
Logistics Controller (August 2000 – January 2003) PHILIPS Semiconductors Calamba
Light Industry and Science Park II, Calamba City, Laguna, Philippines
Supervise the Stockmen and facilitate in checking production materials in the warehouse and insure the quality control, safety and good housekeeping; 
Responsible for inventory management control, planning, monitoring of supplies routes; 
Creating purchase orders and placement of orders as well as coordinating with the Suppliers; 
Update daily, weekly and monthly reports of the balanced materials on stock (raw materials, finished products and scraps) and monitor the moving and non-moving materials on stock with its disposition and classification; 
Updating the stocks and maintaining the stability of the system from time to time and resolve problems encountered. 
Accounting Assistant (March 2000– August 2000) PHILIPS Semiconductors Calamba
Light Industry and Science Park II, Calamba City, Laguna, Philippines
Responsible for Administrative and General Accounting works; 
Conduct monthly inventory of Fixed Assets such as physical count, assigning and tagging of asset number; 
Assists the Immediate Supervisor in preparation/consolidation of monthly/quarterly reports. 
EDUCATIONAL BACKGROUND
BS Commerce Major in Business Management (1995 – 1999)
De La Salle University – Lipa
Lipa City, Batangas, Philippines
Achievement: 1998 Leadership Award
SPECIAL SKILLS
Proficient in Microsoft Applications – Office 365 (MS Word, Excel & Powerpoint), average in Photoshop; 
Proficient in using Quickbook ERP System, Visacc System, Tally and SAGE 
TRAINING
Quickbook ERP System 14.0 (2014 Version)
SAGE ERP System
June 5, 2014
January 10-11, 2007
Quickbook ERP System 9.0 – (2009 Version)
Visacc ERP System
May 10, 2014
May 5-6, 2006
Tally
April 19, 2009
