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MARIANNE 

JOB OBJECTIVE:

ANY POSITON OF WHICH I AM QUALIFIED AND APPLY MY KNOWLEDGE AND EXPERIENCE AND BENEFIT THE COMPANY BY PROVIDING EFFECTIVE AND QUALITY WORK PERFORMANCE.
QUALIFICATION:
A WIDE RANGE OF EXPERIENCES ON PURCHASING, LOGISTIC AND ACCOUNTING WORKS FOR MORE THAN 8 YEARS, THIS TYPE OF WORK HAS HONED MY ABILITY AND CAPACITY TO HANDLE NUMEROUS WORKLOADS AT A GIVEN SITUATION. 

WORK EXPERIENCE:
ADMIN / PURCHASING / ACCOUNTING OFFICER 
May 05, 2014 to April 30, 2016
· Oversees and Assist the day to day activities of the operation per project, develop procedures and systems which ensure productive and efficient operation;  

· Provides assistance and support to the office in problem solving, project planning and management, and development and execution of stated goals and objectives;
· Assists in the coordination, supervision, and completion of deadlines, as appropriate.
· Assists with the preparation of HR and Admin policies including the preparation of office forms
· Handles 201 files and record of the employees, assist with the company’s requirement of new applicants/candidates;
· Supervise the work of employees in supporting roles, including assigning workload and monitoring employee performance;
· Developed and oversees stock control management and inventory;

· Process accounts payables and accounts receivables made and due to the Company;
· Supervise all purchasing functions of the Company;
· Purchase for supplies, services and equipment required by the operation, within the limits of the current budget approved by the management
· Act to procure the needed quality in supplies, services and equipment at low cost;
· Keep informed of current developments in the field of purchasing, prices, market conditions and new products;
· Prepare payroll and billing of suppliers and to Clients;

· Encode disbursement reports monthly;
· Organize and maintains all documents and electronic files;
· Arranging appointments, coordinating meetings, and preparing travel and accommodation arrangements, including cash advances and liquidation processing;
· Performs secretarial duties such as answering phone calls, scanning and sending fax messages and gate pass arrangements;
· Manage and keeps licenses and insurance claim files;
· Handle Company & Employees’ concern on operation matters.
GEOSTRUCTURES CONSTRUCTION TECHNOLOGIES, INC.

631 Culiat St., Tandang Sora, Quezon City, Philippines
PURCHASING / LOGISTIC OFFICER 
April 04, 2007 – April 30, 2014
· Supervise the inspection of all supplies, services and equipment purchased to insure conformance with specifications;
· Maintain vendors’ file, and such other records as are needed for the efficient operation of the purchasing function.
· Responsible in plans, budget requirements and deployment for new operations;

· Develop logistical plans for current operations and logistics contingency plans, operating methods to manage logistics operations efficiently.

· Prepare plans for liquidation and downsizing.
· Monitors actual cost associated with time and materials works and authorized financial expenditures
· Ensure accountable, timely and cost-effective release of peacekeeping cargos along with personnel.

· Coordinate logistics activities related to procurement, funding, substantive units and humanitarian affairs.

· Guide and oversee performance of new and junior logistics officers.
EDUCATION
AL BACKGROUND:







· BACHELOR OF SCIENCE IN BUSINESS ADMINISTRATION 
 
 

MAJOR IN MANAGEMENT

APRIL 10, 1999 

· NAVOTAS POLYTHECNIC COLLEGE






Dagat – Dagatan St., Boulevard, 

Navotas City, Manila, Philippines

Well versed in 

ALL MS OFFICE APPLICATIONS (EXCEL, WORD, PUBLISHER, POWERPOINT)
PERSONAL INFORMATION:

DATE OF BIRTH
:
AUGUST 22, 1978
PLACE OF BIRTH
:
NAVOTAS CITY, MANILA

NATIONALITY

:
FILIPINO

STATUS

:
MARRIED

RELIGION:

:
ROMAN CATHOLIC

SEX


:
FEMALE
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