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JAY 
_________________________________________________________________________
OBJECTIVE

To utilize the acquired skills and knowledge by full and active participation in the company that lead to career growth and self-fulfillment.

WORK EXPERIENCE
Storekeeper cum Procurement


Contracting L.L.C.

28January 2015 – Present




Dubai, United Arab Emirates


Duties and Responsibilities:

· Receiving materials, counting it physically in order to ensure accuracy of information and inspect its quality to report discrepancies.
· Classifying, storing and tag items in the store or outside yard on a daily basis as per company procedures in order to ensure timely finding and release of materials.

· Maintaining storage areas, shelves, and outside yard in a clean and orderly condition.

· Giving instruction to store assistants to store the materials in behalf of all Safety rules.

· Monitoring the movements of company’s assets.

· Performing weekly cycle, quarterly inventory, mid-year inventory, year-end inventory and physical inventory and prepare reports.
· Ordering and issuing diesel needed on site.

· Creating Product Code to expedite system generation.
· Making inquiry to suppliers and drafting comparison sheet of Prices with corresponding supplier. And finalizing details of orders and deliveries.
· Registering transactions to Enterprise Resource Planning System(ERP System).

· Preparing Material Requisition form(MRF), Local Purchase Order(LPO), Goods Receipt Note(GRN), Purchase Invoice(PI for GRN), Payment Certificate(PC) and transmitting documents to Account department.
· Work with multiple vendors to determine the best deals for the company and evaluate the pros and cons of each, based on price, quality, safety, speed of delivery and so on.
· Negotiate with external vendors to secure the most advantageous terms.

· Tracking of materials that is no longer use/usable for scrap.

· Coordinate with accounts payable department to process all invoices.
· Controls and carries out the lending and renting of tools, equipment, furnishings, and devices. Ensures that they are kept in good condition and that they are repaired or replaced as necessary. 
· Building and maintaining positive working relationships with co-worker, site engineers, Project Manager, and other site personnel using principles of good customer service.
· Team Support.

Store Keeper/Sales Clerk




AJ Enterprises







02June 2010 – 12October 2014


Talisay City, Philippines







Duties and Responsibilities: 

· Daily Stock Taking, regular reports and inventory on a daily, weekly and monthly basis.
· Oversee and manages the store operation.

· Welcomes customers by greeting them and offers assistance.
· Answers to queries of the clients.
· Marketing & Purchasing

· Obtains or receives merchandise, totals bill, accepts payment, and makes change for customers in retail/wholesale.
· Directs customers by escorting them to racks and counters; suggesting items.

· Documents sales by creating or updating customer file records.

· Contributes to team effort by accomplishing related results as needed.
· Compile records of the supplies.

· Perform data entry.
Store keeper / Production Staff


Emirates Steel Wool Factory



30March 2004 – 22October 2006


Abu Dhabi, United Arab Emirates





Duties and Responsibilities:
· Participated in all around production.

· Reporting everyday production.

· Receives, stores, and issues supplies and compiles records of supply transactions .
· Maintains optimum stock level to meet the organization and standards.
· Verifies that supplies received are listed on requisitions and invoices.

· Stores supplies and equipment in storerooms. 

· Inventories supplies and equipment at end of each voyage.

· Compiles report of expenditures.
· Team Support.

TRAININGS AND CERTIFICATIONS
· First Aid Training – Arbrit Safety Training & Consultancy L.L.C.
· Fire Fighting – Dubai Municipality Fire Brigade Training Center
· Occupational Safety & Health Professional – OSHAcademy, Online course
ABILITIES and DEVELOPED PERSONAL SKILLS 
· Enterprise Resource Planning (ERP) and Data entry
· Occupational Safety & Health Professional(OSHAcademy)

· Computer proficiency with Microsoft Office, Email, Internet Research, etc.
· Storekeeping & Logistics
· Inventory Management

· Customer handling skills

· Material Handling

· Procurement & Sourcing Fundamentals skills
· Supplier Relationship Management skills
· Negotiation Execution skills
· Attention to detail and accuracy

· Good judgment and analytical ability

· Flexible and can work with no supervision

· Excellent multi-tasking ability

· Ability to work in a team environment
· Basic First Aid
· Ability to take Vital Signs
· Reliability in monitoring Patient Health Status

· Supervisory Skills
EDUCATIONAL BACKGROUND

Bachelor of Science in Nursing




May 2012
Southwestern University

Cebu City, Philippines
Bachelor of Science in Computer Engineering

2001 - 2003
Cebu Institute of Technology

Cebu City, Philippines





PERSONAL DETAILS
DATE OF BIRTH
: 
23 JULY 1984


AGE 
: 
31 YEARS OLD


CIVIL  STATUS
: 
Single
NATIONALITY 
: 
FILIPINO
Visa Status 
: 
Residency Visa(Company Sponsorship)
Expiry Date 
:
February 2017
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