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CAREER OBJECTIVE:
Active participation in company operation in ways that will enable me to contribute my

skills and  knowledge  and  provide  an opportunity for professional development and 
career growth.


SUMMARY OF EXPERIENCE:

Over eight (8) years of experience in Procurement (including Contracts & Pre-Qualification) related to Oil & Gas and Industrial Projects. Proficient in computer applications such as MAXIMO for prequalification and online submission of quotations, Business Planning and Control System (BPCS), Microsoft Office applications and Microsoft Outlook. Knowledgeable in other computer programs such as Visual Basic, Turbo C, Turbo Pascal, Author Ware, Macromedia Flash and HTML.

WORK EXPERIENCE:

GIBCA Petroleum Services Company LLC

Abu Dhabi, UAE

March 2007 up to present

Procurement Staff
Duties and Responsibilities:
· Liaise with principals/ suppliers during tender and contracts for different clients such as ADNOC Group of Companies: ADMA-OPCO (Contract No. 131922 – Provision of Deviated, Horizontal and Rotary Steerable Drilling and LWD Services), ZADCO (Contract No. 603677 – Provision of Deviated, Horizontal and Rotary Steerable Drilling and LWD Services),ADCO (Contract No. 7206.01 – Sequence Stratigraphy & High Resolution Core Description), GASCO (for OMT Tartarini/ Emerson Process Management valves, spares and skids), ZADCO (for FERROTEC USA Thermo Electric Generators and Price Agreement for the supply of TEG Spares), Abu Dhabi Polymers Ltd./ BOROUGE (OMS Saleri Ball Valves and spare parts and Price Agreement for the supply of the same), NDC (for rental of OMM drilling tools and Contract No. 10705 for the Rental of Directional Drilling Equipment such as Drill Collars, Stabilizers, Reamers, etc. on a Call Out Basis), TAKREER, Qatar Civil Defense and other local, GCC and international companies.
· Receive and process client’s enquiries and tenders for both local and international.
· Prepare Mark-Up Calculation Sheet and submit Commercial Offer of received enquiries for ball valves, thermoelectric modules, spare parts kit, pressure reducing skids, flare packages Mobil Jet Oil, and other related materials.
· Prepare tender bids and other requirements in line with customer’s tendering instructions. 

· Process received Purchase Order and New Contract received from client and prepare for supplier/principal net of commission.
· Follow up principals of their order acknowledgement and confirmation for contracts and orders and submit back to back acknowledgement as per client’s requirements.
· Prepare Request for Clearance/Duty Exemption Letter for shipment clearing. Liaise with clearing agents and forwarding companies regarding shipment status and delivery.
· Prepare and issue delivery notes, invoices and other required documents for materials delivery and payment.
· Coordinate pending delivery of materials to principal and prepare Liquidated Damages report and calculations for charges on delayed shipments.
· Receive payment advice from client on Purchase Orders and advise Accounts Department.
· Follow up customers’ payment for outstanding invoices.
· Update and input new projects on GIBCA Manager’s Project Follow System.
Prequalification Officer 
Duties and Responsibilities:
· Proficient in MAXIMO software for registration update and new prequalification application of principals.
· Responsible for updating principal’s prequalification records and status with different Oil & Gas and EPC Companies using MAXIMO software (particularly for ADNOC group of companies).
· Process prequalification application of principal and submit required prequalification documents for new application via online and/ or hard copy submission.
· Responsible for sending updated GIBCA licenses and certificates to respective companies.
· Coordinate and follow up status of prequalification application to clients.
Administration and Secretary

Duties and Responsibilities:
· Arrange meetings.
· Arrange flight and hotel bookings.
· Receive and transmit documents within the office and outside the office.
· Responsible for the document filling in the office.

· Operate office machines and equipment’s.
· Liaise with the PRO and Administration department regarding visa and security pass applications.
EPSON Precision Philippines Inc.

Batangas, Philippines

May 2005 up to March 2007

Procurement Staff

Duties and Responsibilities:

· Buyer-in charge: Daiho Philippines, Sohbi Kohgei and Shing Hung Plastics.
· Issue Purchase Order and Shop Order of printer parts and accessories to supplier.
· Issue Purchase Order Reconciliation to supplier to check total PO issued versus EPPI production.
· Provide suppliers with the daily and monthly EPPI production plan.
· Revise Purchase and Shop Order being issued to supplier based on current EPPI production plan.
· Prepare Daily Delivery and Kanban Delivery Schedule of suppliers.
· Prepare Monthly Reports such as Capacity Planning of suppliers, Monthly Simulation of Critical parts, Monthly Delivery Performance and PDAN (Parts Delivery Abnormality Notice).
· Check and analyze supplier’s production capacity based on their monthly production plan versus their actual daily output.
· Report to Japanese and local managers any abnormalities and problems encountered by supplier which will affect EPPI production.
· Create and update daily simulation for critical parts being used by EPPI in production.
· Process and check Sales Invoices issued by suppliers for their deliveries, and transmit to Accounts Department.
· Issue Return to Supplier (RTS) Notice for printer parts that are for backload due to NG (No Good) characteristics.
· Conduct regular inventory of EPPI supplied parts and analyze discrepancy of stocks versus actual inventory of parts and system stocks. 
SCAD Services Pte. Ltd.
Cavite, Philippines

June 2004 up to May 2005

Planning and Scheduling Staff

Duties and Responsibilities:
· Prepare and finalize the daily and additional production schedule.
· Analyze and prepare production Request Sheets for additional and special order.
· Coordinate with other divisions and sister companies regarding special request in production.
· Disseminate accurate information in production like moved and cancelled shipment.
· Prepare Order Record Sheet for shipment purposes.
· Receive and transmit data for production use from overseas and other division.
· Report to management any production abnormalities and shipment problems.
EDUCATIONAL AND PROFESSIONAL AFFILIATIONS:

Graduate Bachelor of Science (BSC) in Computer Engineering
Batangas State University, Batangas City, Philippines

March 2004

Career Service Professional

Batangas City, Philippines

October 2004

Certificate in PC Troubleshooting

Genetic Computer Institute, Batangas City, Philippines

May 2003

TRAININGS AND SEMINARS:

ISO 9000: Awareness Course, Batangas City, Philippines

June 2004

Database Application Using Active X Control, Batangas City, Philippines

December 2003

PC Interfacing, Batangas City, Philippines

December 2003

Network Security and Administration, Batangas City, Philippines

November 2003
GENERAL INFORMATION:

Nationality



:
Filipino
Date of Birth



:
October 9, 1982
Civil Status



:
Married

Languages Written and Spoken

:
English & Filipino
Visa Status



:
Under Husband’s Sponsorship
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