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JUANITO 
Bachelor of Science in Civil Engineering
Guagua National Colleges, Graduated 1989
Work Experience:
Employer
:
NRC Construction Philippines
Position
:
Store Keeper
Period

:
March 2014 to 2016
Duties and Responsibilities: 
· Distribution of material needed every morning by the enducer.
· Check and make an inventory to the warehouse before going to the site.
· Coordinate every two or three hours to the foreman.
· To maintain proper record
· To initiate purchase requisition for the replacement of stock of all regular items.
· To initiate action for stoppage of further purchasing when the stock level approaches the maximum limit.
· Check and  exercise general control on store department.
Work Experience:
Employer


Position
:
Human Resources Coordinator / Document Controller
Period

:
January 2013 to February 2014
Duties and Responsibilities: 
· Coordinate the offices, accommodations and laydown-yards required during mobilization of new projects.
· Coordinate the mobilization of Manpower and equipments required for the company’s new projects.
· Provide support to supervisors and staff to develop the skills and capabilities of staff.
· Monitor staff performance and attendance activities.
· Coordinate staff recruitment and selection process in order to ensure a timely organized and comprehensive procedure is used to hire staff.
· Provide information and assistance to staff, supervisors and Council on human resource and work related issues.
· Coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial correspondence.
· Input document data into the standard registers ensuring that the information is accurate and up to date.
· Generate the various document control reports as required.
· Maintain updated records of all approved documents under safe custody, without any damage or deterioration with easy traceability.
· Coordinate the demobilization of manpower and equipment for the company after the completion of a project.
Employer
:
Coca-Cola Philippines Inc.
Position
:
Sales Logistics Coordinator
Date

: 
November 1996 to February 2011
Duties and Responsibilities:
· Monitor accurate inventory and encoding of stocks.
· Achieve 100% inventory difference by monitoring the daily inventories of subordinates.
· Achieve real time dispatching route units and haulers to their destinations.
· Check all transactions daily before leaving the sales office.
· Maintain zero backlogs of deliveries and likewise secure banking transactions on a daily basis.
Employer
:
Coca-Cola Philippines Inc.
Position
:
Sales Office Assistant
Date

: 
January 1994 to November 1996
Duties and Responsibilities:
· Keep records of financial transactions.
· Process payments and documents such as invoices, journal vouchers, employee reimbursements, and statements.
· Verify items billed against items ordered and received and reconciles differences through follow-up with the vendor and/or other employees. 
· Post financial data to appropriate accounts in an automated accounting system, according to instructions.
Trainings and Seminars Attended:
· Frontline Leader Programs 


– March 2009
· Team Leadership Program 


– October 2008
· The Whole Brain Approach 


– March 2003
· Effective Presentation Skills 


– March 2003
· Performance Management Workshop 
– January 2003
· Total Product Management Course 

– December 2000
· Basic Supervisory Training Course 

– June 2000
· Sales Office In Charge Training Course 
– July 1996
· Basic Sales Training Course 


– June 1994
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