LOPEZ

Lopez.269115@2freemail.com 

Purchasing Officer: dedicated towards managing overall purchasing operations, including stock level management and maintenance. Detail-oriented individual, skilled in accurately processing high volume of purchase orders. Competent team player with ability to establish and maintain positive relationships with various stakeholders. Creative thinker, constantly focusing on bottom-line results while contributing enthusiastically to procurement cost-reduction initiatives. Demonstrating multi-tasking skills while prioritizing work assignments. Seeking opportunity to achieve mutual growth and manage varied and challenging assignments in competitive and dynamic work environments.

Dedicated and efficient Administrative Secretary with more than 2 years experience in the corporate sector. Personal assistant with high level of multi-tasking abilities and experience with numerous office software applications. Excellent working Ability to produce consistently accurate work even whilst under pressure. Strong organizational, administrative and analytical skills.

Dedicated Sales Associate/Customer Service with 2+ years of experience in Hotel/Restaurant including Domestic Customer service job. Consistently achieve record-high customer satisfaction rankings, improvements to the bottom line and turnaround of underperforming operations.


	
	AREAS OF EXPERTISE
	

	Microsoft Word
	Microsoft Excel
	Computer Literacy

	Proficient in MS. Suite
	Customer Satisfaction Enhancement
	Teambuilding & Training

	Bar Tending/Waiter
	Innovation
	WPS/SIF FILE

	SUMMARY OF QUALIFICATIONS:
	
	


Equally effective working independently and in cooperation with others. Sharp, quick learner; willing to get involved.

Well organized and focused in coordinating projects.

Articulate, with excellent verbal and written communication skills.

Able to diplomatically resolve customer complaints and diffuse tension to ensure customer retention.

Ability to handle various situations in calm manner. Professional telephone etiquette.

Knowledge of purchasing process as well as general knowledge of budgeting and cost-management.


WORK EXPERIENCE:

SIM LIESURE GULF CONTRACTING L.L.C – Dubai, UAE

03 January 2016 – Present

Purchase Officer

· Received Local Purchase Material Request (LPMR) from requestors as per specifications.
· Sourced, selected and negotiated for the best purchase package in terms of quality, price, terms, deliveries and services with the supplier.
· Devised quotations, sent inquiry, received incoming and outgoing calls as well as fax and emails from the suppliers.
· Prepared purchase requisition and local purchase order for all departments.
· Encoded local purchase order number and purchase requisition with vendors.
· Applied reference in LPMR and attached it with quotations.
· Dispatched/received all local purchase order to/from concerned authority.
· Prepared copies and faxed all local purchase orders to suppliers and stores.
· Encoded all reference of purchase requisition and local purchase order number, requisition number, vendors’ names and date and accordingly forwarded necessary documents to accounts department for payment processing.
· Coordinated with suppliers to ensure on-time delivery and receipt of invoices and delivery notes from them.
· Attached invoices and delivery notes to local purchase ordered as well as checked the details of materials delivered.
· Encoded invoices and delivery note numbers, dates and total value of invoices for Material Received Reports (MRR).
· Received MRR documents, verified numbers/dates and prepared list of documents to be sent to the accounting department.
· Executed and monitored all regular purchasing duties, including verifying petty cash fund and filing as well as securing confidential files of the company.
LAZORD EMIRATES BUILDING CONTRACTING L.L.C. - Dubai, UAE


10 June 2013 – 31 December 2015

Administrative Secretary and Purchasing

· Preparing daily, weekly, monthly reports and sent to relevant section such as payroll report, monthly attendance sheet. Purchase and issue order in accordance to specification.
· Knowledge about Creating SIF file for submission to the bank for processing via WPS and all aspects of payroll processes. Handle all new hire/employee paperwork and preparing contracts to new employees.

Monitor and co-ordinate deliveries of items between suppliers to ensure that all items are delivered to site/store on time. Complete paper works, issuing LPO, of each and every sale for accounting purposes

· Performs secretarial duties, data entry, receives and screens office calls and correspondence, responds to routine telephone inquiries; forwards calls to appropriate party.
· Purchase and issue order in accordance to specification.
· Prepares written request for our project quotations.
· Monitors departmental materials and supplies and orders as needed.

Monitor and co-ordinate deliveries of items between suppliers to ensure that all items are delivered to site/store on time.

· Performs related job duties as required.
· Prepares requisitions, purchase orders, contracts.
· Prepares the salary and overtime for labor site staff.
· Preparing & modifying documents related to the job such as memos, notifications, letter, drafts & emails.
· Using a variety of software packages such as Microsoft word, excel etc. to produce correspondence documents & maintaining presentation, records, spreadsheets & data base.
· Organizing & storing paperwork, documents and computer base information.
· Ordering & maintaining stationary & equipment.
· Photo copying & printing various documents.
BENCH- SM CAVITE, PHILIPPINES

15 November 2011 – 15 May 2012

Sales Associate

· Assists with the stocking merchandise on shelves.
· Coordinated with pricing merchandise
· Maintains a clean and organized appearance of the store.
· Interacts with the customers and doing the sales talk.
· Assisting customer, helping them for selecting products that perfectly match their needs.
· Meet and Greet customers as they enter the store.
JOSEPHINE’S RESTAURANT – CAVITE PHILIPPINES

February 2007 – February 2008

Waiter

· Present menus to guest and answer questions about menus items
· Take orders from guest for food and beverages
· Check with guest to ensure that they enjoying their meals and take action to correct any problems.
· Clean tables and/or counters after guests finished dining.
· Remove dishes and glasses from the tables and take them to the kitchen for cleaning.
· Prepare tables for meals, including setting up items, such as linens, silverware and glassware.
BUREAU OF FIRE PROTECTION VOLUNTEER RADIO OPERATOR–DEPARTMENT OF INTERIOR AND LOCAL GOVERNMENT, PHILIPPINES

January 2006 - November 2006

Volunteer Radio Operator

· Operates radio equipment in order to communicate with fire alarm and other operations.
· Monitor emergencies frequency.
· Answering phone calls
· Communicate with receiving operators in order to exchange transmission instructions.
· Maintain station logs of messages transmitted and received for fire locations.
· Send, receive and interpret coded messages.
	PERSONAL DETAIL:
	
	

	Date of Birth:
	April 24, 1987

	Place of Birth:
	Cavite, Philippines

	Age:
	28

	Civil Status:
	Married

	Height:
	5’10

	Weight:
	70 kg.

	Sex:
	Male

	Languages:
	English & Filipino

	Nationality:
	Filipino


	EDUCATION:
	

	
	College:
	Emilio Aguinaldo College – Dasmarinas Cavite, Philippines

	
	
	
	Bachelor of Science in Business Administration

	
	
	
	April 2011

	HOBBIES & SKILLS:
	

	
	
	
	


Basketball Varsity

Mountaineer

Good verbal communication,

Good problem solving skills,

Team membership

Good Interpersonal skills

High volume workload skills

Computer literacy (windows environment)

Knows how to drive

REFERENCE: Available Upon Request

