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Dean Dimaranan Encarnacion



Email: dean.342898@2freemail.com


LOGISTICS and STORE COORDINATOR / DOCUMENT CONTROLLER / STORE KEEPER
· Extensive background in Material Handling and Managing Documents, while ensuring the effective implementation of Quality Management System procedures as mandated and implemented by QHSE Management.   
·     Ability to handle multiple functions and activities in high pressure environment. Goal oriented; highly motivated; implemented decisions and set valuable priorities to achieve both urgent and durable goals.

·     Fast learner- requires minimum supervision. Skillful in processing data and information; Responsible and Hardworking. Willing to work long hours to improve company performance.
​​​​​​​​​​

CORE COMPETENCIES
· Microsoft Office (MS Word, Excel)
· Document Control, Archiving, Scanning
· Good / Effective Communication Skills

· Strong Organizing and Interpersonal Skills
· Can do other related tasks


PROFESSIONAL WORK EXPERIENCE
Logistics and Store Coordinator                                 
    Goldilocks Bakeshop (Walter Mart Branch)
(April 2015 – September 2016)                                                                                 Sta. Rosa, Philippines
Essential Functions:
· Assist the Branch Manager in managing and coordination of supplies and transportation as per requirement of store. 
· Responsible for monitoring deliveries, ensuring customer satisfaction and maintaining accurate logs of all transportation and goods.
· Responsible for maintaining a record of all outstanding purchase orders with Supplier Vendors.

· Receives and inspects all incoming materials and reconciles with purchase orders; processes and distributes documentation with purchase orders; reports, documents and tracks damages and discrepancies on orders received. 
· Fills supply requisitions; assists buyer to order adequate merchandise and supplies; delivers orders to faculty and staff.
· Receives and stores documents and confidential files; maintains record of approved document and confidential file destruction. 
· Maintains the warehouse, records area and stores area in a neat and orderly manner
· Approving time sheets for delivery and receiving of supplies.
· Analyze delivery costs and recommended more cost effective methods of transportation.
· Ensure that quality assurance checks are completed for received materials and proper documents are maintained.
· Liaising with supplier, clients and other operational departments (Main Office).
Service Administrator
                                                    Saudi Ground Services (SGS)
(May 2012 – Feb. 2015)                                                                                                 King Khaled International Airport
 



                       Riyadh, Kingdom of Saudi Arabia
Essential Functions:
· Ensures operation of equipment by completing preventive maintenance requirements; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques.

· Creates and revises systems and procedures by analyzing operating practices, recordkeeping systems, forms control, office layout, and budgetary and personnel requirements; implementing changes.

· Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Completes operational requirements by scheduling and assigning administrative projects; expediting work results.
· Coordinating and Managing Staff around the aircraft during its stop over ensuring safety and following highest standard mandated by the Kingdom of Saudi Arabia Ministry.

· Responsible for organizing and quality check of cleaning service on-board to evaluate standard of cleaning as per flight category.

· Ensure that all assigned flights are serviced as per standard specification; having secured manpower, cleaning equipment material and supplies prior to aircraft arrival.

· Ensure lavatory truck service and check water gauge and water availability in galleys and lavatories.

· Ensure understanding and complete knowledge of Ramp Operations.

· Ensure that Cleaning Service Checklist is duly Signed by the Flight Purser or Supervisor.

· Keep updated on all information relating to Stores systems and procedures, standing policies and instructions ensuring compliance. Report deviations without fail.

Document Controller
                                                        Robinson Handyman
(January 2010 – April 2012)                                                                                             Alabang Muntinlupa City
Essential Functions:
·  Input document data into the standard registers ensuring that the information is accurate and up to date. 

· Deal with all enquiries in a professional and courteous manner, in person, on the telephone or via e-mail.
· Undertake control of electronic and hard copy documentation.

· Scanning in all relevant new documents
· Use department databases to track and manage and control issued documents. Assign lot numbers, material part numbers, and various other document tracking numbers.

· Tracking the pending documents through weekly progress reports.

· Notifying the involved party for tacking appropriate action on the pending documents

· Assure compliance with document control, standards, policies and procedures, highlighting any errors or omissions 
· Store, Manage and Track company documents.
  


EDUCATION AND TRAININGS

B.S Computer Science | Pamantasan ng Lungsod ng Muntinlupa, Philippines [2005 – 2009]

Secondary Education | MMGPS, Philippines [June 2001 – April 2005]

Advance Microsoft Office 

Computer Assembly and Troubleshooting

Computer System Networking
MS DOS and WINDOWS Operating Systems
Aviation Security Awareness

Airside Safety Awareness

Dangerous Goods Awareness

Human Factor Awareness

______________________




                        Applicant Signature
