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Position Desired: PROCUREMENT OFFICER, BUYER, PURCHASER 
WORKING EXPERIENCE:
Company Name: Roots Energy & Engineering Services - Qatar

Date Hired:          June 15, 2015 – Up to present 

Position:              Procurement Officer

Company Name: MID Arabia Contracting Company - KSA
Date Hired:          February 05, 2014 – June 26, 2014 
Position:              Admin Personnel
Company Name: Al-Ayuni Investment & Contracting Company - KSA
Date Hired:          December 11, 2010 – February 03, 2014
Position:               Procurement / Warehouse Supervisor
Company Name: Islamic Studies Call and Guidance Philippines (ISCAG) 
Date Hired:         March 1, 2008 – December 8, 2010

Position:             Accounting Staff
EDUCATIONAL ATTAINMENT:
College:

DLSU-D
Year graduated:
 (2006)
High School:
Dasmariñas National High School Main
Year graduated:
April 3, 2002
Elementary:
Dasmariñas Elementary School - B                                                      
Year Graduated:
April 1998        

Work Description:
1. Procurement Officer

· As Procurement Officer process purchasing requisition (MRF, LPR, and LPO) transaction for equipment, materials, supplies, capital goods, and services.

· Order within purchasing authority, invite, asses and award/recommend supplier tenders, bids, quotations, and proposal. 
· Establish and negotiate contract terms and conditions, and maintain supplier relationship. Prepare and maintain purchasing records, reports, and price list.
· Work with internal and external stakeholder to determine.

2. Admin personnel 
· Maintain and update, accurate manual and system records
· Setting up new starters and Leavers including changes to personal details.

· Sickness absence recording and reporting; 

· Annual leave/Special leave recording and reporting; 

· Probationary reports

· Staff Development

· Appraisals records

· Health and Safety; accident book, first aid, etc. 

· 1.2 Carry out duties in respect of recruitment and selection of 

· Staff including: 

· Copy and collate recruitment packs; 

· Collate enquirers’ details (answer phone and e-mail); 

· Issue application packs; 

· Collate applications for shortlisting; 

· Co-ordinate interview arrangements; 

· Administer selection tasks. 

· 1.3 Undertake data collection and monitoring in respect Staff: 

· Recruitment and selection of applicants.

· Checking staff identification/ iqama and passports 

· 1.4 Order and raise purchase orders for various items e.g. first aid material etc., as required. 

· 1.5 Deals with staff queries as and when they arise eg. Social welfare 

· Documents, standard policies and procedures etc. and liaising 

· With appropriate internal and external bodies as required. 

· 1.6 Provide administrative support to the Director of Personnel and 

· Personnel Manager. 

· Arrange and co-ordinate Staff Training and Development events.
· Preparing company profile.

3. Accounting staff

· Doing clerical works

· Processing government’s document
· Compute & Encode reports Unearned Rent Deposit Official Receipts (O.R/ Collections).
· Processing 13 Month Pay (Monthly Accrual) SL / VL Conversion (Year-end Accrual) SOA Covered by Payroll (Semi-Monthly Accrual of Rent & Water) SOA Tenants (Monthly Accrual of Rent & Water)

· CASH FLOW REPORT – To BOD of organization (Saudi Arabia) Non- FS Report, accounts Payable – Entries (Monthly Accrual).
Have skills, knowledge, capability and experience of the following:
· Well known in procurement field
· Knowledgeable in Microsoft Office (MS word, excel, power point, access, outlook.)
· Well experienced in Fox Pro Dos Base, SAP ERP (Microsoft Dynamics), Oracle E-Business Suite (R12) & Oracle HOOK System.

· Adobe photo shop, paint.net, Google sketch.

· Clerical and Administrative works.  
· Driving light vehicle restriction 1, 2 and 3.
· Preparing equipment preventive maintenance report and analyze problem (workshop in-charge duties). 

· Shifting vehicle & equipment’s (operation in-charge duties) 
· Warehousing duties. 
· Handling workers and preparing DTR (daily time record for salary).
· Preparing Salary Sheet.
· Supervisory Duties.

PERSONAL INFORMATION:
Religion:

ISLAM
Citizenship:

Filipino
Date of Birth:

May 11, 1985
Civil Status:

Married
Height:


5’8
Weight:


70 kg.
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