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Summary
· An experienced warehouse in-charge and purchase coordinator who has a sufficient record of successfully managing people, processes and systems. A driven individual who has the passion to really deliver. I have the passion to succeed along with the willingness to progress with a role and ability to contribute towards warehousing and purchasing initiatives. On a personal level I am confident and passionate who can lead, mentor and motivate a team. My key strengths lie in controlling warehouse flow patterns and planning future storage capacity, sourcing and negotiating.  Now I am looking to join a company that wants to recruit talented and ambitious individuals who get things done on time and within the budget.  
Skills

· General Skills

· Ability to assume responsibility and work under pressure

· Ability to achieve tasks on time with respect to deadlines
· Ability to welcome and embrace changes for the betterment of all involved
· Ability to resolve issues (both external & internal) and build a long trustful relationship with colleagues

· Computer Skills

· Microsoft Office

· SAP – ERP (Visual Enterprise, Navision)
· Searching and communication through web.

· Business Skills

· Business correspondence, report writing and presentation skills

· Team leading

· Excellent organizational skills and time management
· Forecasting
Career History
· Restaurant LLC
Warehouse in Charge cum Purchase Coordinator (May 21, 2014 – March 31, 2016)

As Warehouse In Charge:

· Managing the efficient receipt, storage and dispatch of a wide range of goods from the warehouse i.e  consumables, food stuff, fixed assets such as furniture, machineries and equipment, and maintenance supplies.
· Maximizing space usage within the warehouse and planning future warehouse capacity. Setting aside storage areas for new stock and maintaining products are stocked correctly and safely.
· Looking after the transportation of goods into and out of the warehouse

· Conducting yearend stock taking and investigating inventory losses (variance) if any.
· Complying with all health, safety and environmental standards
· Developing and implementing SOPs for the warehouse. 

· Preparing monthly reports such as business review reports, inventory, issuances, and consignment details. 
· Working closely with the warehouse staff to improve their performances. A bi yearly performance appraisal is being executed.
· Facilitating effective communication within the team and across all departments concerned

· Maintaining accurate staff attendance records 
· Being on call for any emergencies.

As Purchase Coordinator:

· Taking full responsibility in the purchasing department in the absence of the purchase executive.

· Stock replenishment by raising the necessary LPOs via Navision.
· Dealing with the suppliers for all the stock needed for replenishment

· Raising request for quotation (RFQ) and request for appropriation (RFA) depending on the budget allocated.

· Maintaining the purchasing policy and make sure that all purchases adhere to it.

· Keeping updated in the market.  Choose and recommend vendors that the company will deal with.

· Liaising with other departments particularly the accounting for budgets and payment issues and outlets or end users for correct specifications of the materials or stock to be purchased.
· Binhendi Enterprises, LLC (July 02, 2007 – May 20, 2014)

Warehouse Supervisor for F&B Division cum Administrative Coordinator

· As warehouse supervisor for F&B division

· To receive and check all the consignments pertaining to F&B division

· To coordinate with the commercial department & Dubai Municipality regarding the inspection of the food stuffs imported
· To raise the complete documents for all the consignment received and send them to the concerned department

· To issue, distribute and fulfill all the supply requests from the outlets with necessary documents and job orders

· To maintain a systematic record of stock inventory

· To enter all the issuances in the system (ERP) 

· To closely monitor the expiry dates of the food stuffs

· To make a forecast based on the issuances and raise the necessary PR to replenish the stocks

· To liaise with the purchasing department 

· To conduct an annual stock taking with the inventory department in the presence of an external auditor

· To make sure that the warehouse is tidy always and the necessary safety measures are maintained at all  times
· To relieve staffs of the same capacity in other divisions as the need arises
· As administrative coordinator

· To check the warehouse staffs’ daily attendance and submit the report to the payroll department
· To maintain the warehouse staffs’ 201 file

· To monitor and schedule the staff’s annual leave and assist them with the process

· To attend to the staff’s queries i.e. employment records, salaries, leave credits etc.  and thereby coordinate them with the HR department

· To consolidate the weekly time sheet of the warehouse staffs

· To be keen and updated on HR policies

· Admixture Philippines, Ltd. (March 2000 – November 2006)

Warehouse in Charge / Purchase Coordinator

· San Miguel Foods, Inc. (formerly Purefoods Corporation)  (December 1990 – January 2000)

Warehouse in Charge and Purchasing Coordinator for Animal Health Group

Educational Background
· Bachelor of Science in Commerce – major in Management  (1990)

Laguna College Business and Arts, Philippines

· Bachelor of Science in Industrial Management Engineering (1986)

Colegio De San Juan De Letran, Philippines

Personal Information

· Nationality

:
Filipino
· Birthday

:
January 04, 1966
· Marital Status

:
Married with three children

· Religion

:
Roman Catholic
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