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CAREER SUMMARY

A highly competent and flexible individual who possesses considerable amount of knowledge regarding accounting, admin and office procedures. Well-organized and an excellent team player with a proven ability to work proactively in a complex and busy office environment.

Currently looking for a career advancement opportunity with a company that will allow to develop my skills and potential.
PERSONAL DETAILS

Birth Date
:
May 18, 1985

Birth Place
:
Cauayan City, Isabela, Philippines

Sex

:
Female

Age

:
31 years old

Height

:
5'2"

Weight

:
127 lbs.

Civil Status
:
Married

Religion
:
Roman Catholic

Citizenship
:
Filipino

EDUCATION

Bachelor of Science in ACCOUNTANCY, Year 2005
OUR LADY OF THE PILLAR COLLEGE-CAUAYAN

San Fermin, Cauayan City, Isabela, Philippines

WORK EXPERIENCE

PROCUREMENT OFFICER

(February 2012-Present)

SAHARA TRADING, LLC

Industrial 17, Sharjah, UAE

Duties and Responsibilities
Reports to the Procurement and General Manager, receives verbal and written direction and instructions.
Ensures the proper management of procurement department operations in the absence of the Head of department 

Conducts a comparative analysis on supplier prices

Reviews and evaluates the performance of the suppliers
Carries out all necessary procurement activities
Ensures the proper processing of assigned customer orders
Verifies quantification of orders
Coordinates with other departments involved when processing the orders
WAREHOUSE INVENTORY CONTROL SUPERVISOR 

(August 2009-January 2012)

DnF Northeast Enterprises

Cauayan City, Isabela, Philippines

Responsible in monitoring stock movement and analysis. In-charge of purchasing of needed materials to avoid stock out.

Duties and Responsibilities
- In-charge of handling key customers or sub-distributors sales of our products for three provinces.

- Monitors stock movement and analysis of products based on weekly and monthly sales and purchases.

- In-charge of purchasing stocks based on stock movement and analysis.

- Handles Purchasing of Office Supplies.

- Controls all in/out stocks in the warehouse.
AUDIT SUPERVISOR
(July 2008-July 2009)

DnF Northeast Enterprises

Cauayan City, Isabela, Philippines

Directly reporting to the General Manager regarding the overall audit report of sales department. Supervising and auditing overall sales department in a weekly and monthly basis to ensure accurate remittances and collections were done accordingly.

Duties and Responsibilities
-Supervising and conducting inventory of salesmen stocks on hand in weekly and monthly basis.

-In-charge of monthly inventory of warehouse stocks together with the warehouse supervisor.

-In-charge of auditing warehouse supervisor and salesmen stocks and transactions.

-Prepares Monthly Report of Warehouse Audit.

-Prepares Monthly Report of Salesmen Audit.

AUDIT ASSISTANT
(January 2006-June 2008)

DnF Northeast Enterprises

Cauayan City, Isabela, Philippines

Responsible in assisting the Audit Supervisor and other managers to ensure that all salesmen follow the correct procedures and guidelines of remittances and collections.

Duties and Responsibilities
- Auditing and monitoring of Bounced Checks to ensure payment from client.

- Auditing the daily remittances of Salesmen to ensure correct selling price, discount and amount was invoiced to the client.

- Auditing and monitoring of Cash on Deliveries to ensure that the client pays on time and selling price and discounts were given to them accordingly.

- Checking and monitoring of validated deposit and withdrawal slip vs. bank statement to ensure that the amount is tally with the cashier's record.

- Assisting in Warehouse Monthly and yearly Inventory Cycle

- Prepares Monthly Sales Report as per collection of each salesman.

ADMIN ASSISTANT
(May 2005-December 2005)

DnF Northeast Enterprises

Cauayan City, Isabela, Philippines

Responsible in assisting the Operations Manager and Head Cashier to ensure the excellent flow of business transactions.

Duties and Responsibilities
- Monitoring and Encoding of Post-dated checks and bounced checks from customers.

- Assisting the Head Cashier on auditing the salesmen remittances and other bank related transactions.

- Monitoring and Encoding of Account Receivables from Key Account clients.

- Encoding of Purchases and Sales in QuickBooks System.

- Checking and filing of Daily Sales Collection Report of Salesmen with attached deposit slip to ensure that the total collection is tally with the amount deposited.

- Assisting in warehouse monthly and yearly inventory cycle.

