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JIMMY
JIMMY.319668@2freemail.com 


Objective: 

A challenging position in a company that give an opportunity for personal and career growth. Also to contribute my knowledge and skills in the development and success of the company.
Skills: Oracle User, SYBASE. Computer Literate: Ms Excel, Ms Word. Working in PROCUREMENT FIELD FOR SEVEN YEARS..w/ U.A.E. LICENSE.
Professional Experience:

May 2009 – UP TO PRESENT
Company

: Ras Al Khaimah Co. For White Cement & Const. Mat.
Address

: Ras Al Khaimah
Designation

: Procurement Coordinator/IMPORT CLEARANCE Coordinator (AIR&SEA)
Responsibilities
:

SHIPMENT’S :
CUSTOMS DUTY CLEARANCE;

· Updating LIST OF H.S. CODE
· Perceiving detail’s of Original Shipping Documents
· Checking Legalization of documents
· Applying DUTY EXEMPTION through ONLINE ( MINISTRY OF ECONOMY)
Import Shipments Controller/Import Shipment Clearance
· Making follow-up from the respective Shipping Agency with regards of arrival of shipment.

· Coordinating to Concern Shipping Agent regarding  D.O. readiness of Shipment

· Coordinating to concern personnel  with regards of Delivery Order collection from shipping agency (clearance proceeding)
· Applying Declaration through MIRSAL II  (DUBAITRADE.AE) (online)
Shipments: by Sea and by Air.
· Follow up of declaration approval from Customs 

· Organize necessary documents for collection of goods

· Organize collection/delivery of item from Shipping agent to Store warehouse 

· Preparation of Original Shipping Documents to be submitted in Custom Documentation

· Controlling/Filling Supporting SHIPPING DOCUMENTS

Purchase Order’s:
· Preparing and sending price enquiry

· Receiving quotation/offer for perceiving

· Preparing of Price Comparison Sheet for perusal.

· Preparing Purchase Order with regards to approved offer

· Filling Purchase Order base on their respective file (VENDOR NAME).
· Taking note or making list of Purchase Order that has been received through the concern.
· Preparing list of  PURCHASE ORDER through Excel and using HYPERLINK.
· Making follow-ups to the concern Supplier (through telecom or e-mail) for the fast delivery of all the pending 

· Coordinating with the concern Suppliers with regards of Shipping Documents
· Perceiving Invoice detail’s and Purchase Order detail’s


· Surrendering (GRV) Good Receive Voucher to Accounts Dept. (along  w/ Original Invoice, Del. Note, Purchase Order, etc..) (w/ statement)
· Controlling/Filling Supporting Documents (From Requisition to Purchase Order)
April 2008 – March 2009
Company

: Dredging International
Address

: Ras Al Khaimah, Al Marjan Island
Designation

: Store Keeper
Responsibilities
: 

· Creating and analyzing CODES for each items base on their Group, Sub-Group, Serial no., Part No., ETC…

· Initiating Requisitions base on Critical and minimum level.

· Making follow-ups to the concern Purchaser (through telecom or e-mail) for the fast delivery of all the pendings 

· Inspectioning all the deliveries (e.g., quality, expiry date, quantity, etc…)

· Proper storaging of particular items such as ADHESIVES, GASKETS, OILS, ELECTRONICS ( cards, Eproms , sensors , etc..)

· Issuing items to the Authorized Person only base on their respective position

· Updating Records (entering daily consumptions to the Computer to maintain the exact balance qty.)

· Inventory making (neither monthly nor quarterly) especially for the consumable items.

Dec. 2004 to  Oct, 2007
Company

: RAK CERAMICS 

Address

: Ras Al Khaimah, U.A.E. 

Designation

: Machine Operator

SPECIAL SKILLS: 

ORACLE USER ( ERP) (Sybase) Computer Literate; Ms Excel, Ms Word, etc.

Working in Logistics / Procurement field for (6yrs.) (Driving) (w/ UAE LICENSE.)

EDUCATIONAL ATTAINMENT:

College

: Technical University of the Phil.
Year

: March 2002 ( Graduate) 

Course

: Computer Engineering Technology
Address

: Manila, Philippines
High School

: Jose P. Laurel
Year

: March 1997 

Address

: Gagalangin St. Tondo Manila, Philippines 

Elementary School
: Café Elementary School

Year

: March 1992
Address

: Café, Concepcion Tarlac, Philippines  

