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Leopoldo
Email 366219.leopoldo@2freemail.com 

Key Qualifications



· College Graduate-Bachelor of Science in Computer Engineering

· Responsible, well-organized, flexible and trustworthy

· Team player and quick learner

· Can speak and understand some Arabic languages.

Professional Experience



Warehouse In-Charge cum Admin Assistant
                Jan. 29, 2013 – Jan. 31, 2017
El-Khayyat Red Bricks Manufacturing Ltd. (Jeddah, KSA)
1. Manage receiving, storing and issuing operation activities to ensure that Oracle system is properly maintained inside/outside the warehouse premises.

2. Requesting using MPR (material purchase request) of all materials needed in the factory such as (raw materials, additives, electrical items and etc.) and prepare it using ORACLE (E-business suite) system prepared by the company.

3. Conduct monthly, quarterly and yearly inventory together with Accountant, Financial, and Factory Manager, in all items outside the factory and especially inside the warehouse itself.
4. Maintaining safety by means of assesses the availability of space and prepares stacking/storage plans prior to programming/contingency commodities arrivals.


5. Organizing all manpower for what their needs and redirecting it to the Factory Manager so he can take further action as soon as possible.
6. Day to day act for responsibilities upon arrival of Factory Manager.

Liaison Officer




                Oct. 11, 2011 – Jan. 8, 2013

Tuem International Manpower Corporation (KOREAN COMPANY) - Malate Manila, Philippines

1. Preparation of all Documents and Submitting it to the POEA (Philippine Overseas Employment Administration) for approval with supporting documents depending to the type of FOREIGN PRINICIPAL.
· INITIAL ACCREDITATION (Original and Verified by the POLO (Philippine Overseas Labor Offices) or the Philippine Embassy depending on the country host.)

· Contingency Plan

· Manpower Request (M.R.) / Job Order (J.O.)
· Special Power of Attorney (SPA)

· Master / Standard Employment Contract 

· Commercial Registration
· ADDITIONAL JOB ORDER 

· Manpower Request (M.R.) or Job Order (J.O.) must be verified by the POLO or embassy depending on the country host.
· Master / Standard Employment Contract (Recently Approved by the POEA of the Foreign Principal)
· POEA License of Agency






2. Preparation of all documents and Assist our all workers for their EMBASSY appearances like SAUDI, QATAR, FRENCH, MOROCCO, BANGLADESH and KOREAN.
3. Check all documents for Authentication of documents thru Consulate Office (OMAN) and Assist our workers on our DEPARTMENT FOREIGN AFFAIR (DFA) office.
4. Explaining and Assisting in Pre-Departure Orientation for all deploying candidates as per their country host ( SAUDI, QATAR, BAHRAIN, OMAN, TURKMENISTAN, NEW CALEDONIA, KOREA, MOROCCO and DUBAI)
5. Preparation of all documents for the deploying candidates depending to their country host and Assist all the deploying candidates on their departure date.
IT / Research & Development Department                     Aug. 6, 2010 - June 16, 2011

Romeo V. Austria Trading- Makati City, Philippines 

1. Received day to day work jobs/telephone calls to all departments especially to the General Manager/CEO of the company to give us information what he will need on this week for his meeting to the prospect company given by the sales agent.

2. Researching thru internet via website what is the latest technology/gadget especially printers to improved the company’s facilities so that the company will attract several clients even they get thru the company’s website only.

3. Updating the PC’s all throughout the company’s vicinities even the (3) branches so that they will connect easily if we connect highly uses programs that only the company uses.

4. Visiting some of the client such as ABS-CBN, DHL, Union Bank, AFP(camp crame), All branches of Mc-Donald’s, Manila Water Sewerage System and etc. to maintain some of the printers that they borrowed thru company so that the client assures they uses good printers and come out with good print-outs.

Data Entry Operator/Purchasing Department                Apr. 23, 2005 - July 12, 2010

Saudi Oger Limited, P.O. Box 1449, (Riyadh, KSA)

a) For Quotation & Price Comparison
Upon receiving the signature form different coordinators that contains LPO, Comparison & Quotation for both Maintenance & Construction, the following steps are to be done accordingly,


1. Check the price from previous record on the system using Oracle system, item by item such as brand name, manufacturer, suppliers’ name, made of the products and reference number. If the price and item are correct and with complete information from the previous record, it will be entered and register to the system for future reference.

2. Checking for the new items, which are not recorded in the systems, shall add this time by putting a remark to the screen “Quotation”. Printing the previous price on the system (both decreased & increased) and recording to the system, the signature book will be submitted to the Section Head for review, verification and signature for prior processing.

3. If the material both new and common, the price shall ask for another three or more suppliers’ quotation especially if the total amount is above 5,000.00SR so that it will be compared consciously but if the price more than a million it must be approved by General Manager of Saudi Oger.

b) For Credit Invoices and Cash Statement

Upon receiving the Credit Invoices and Cash Statement from Coordinators via transmittal form both Maintenance and Construction the following steps are to be done accordingly.

1. Check the transmittal if the attachments are correct (Invoices number, Suppliers’ name, LPO number and Amount)

2. Every Invoices start checking properly the material, brand name, made of products, manufacturers’ and price. Then if all mention above is correct shall be registered to a new date in the system for reference to the future price and be stamp meaning that is control for price. Any correction on the LPO while on process of closing should be informed to the concerned Coordinator about alteration to take action for it in order to correct the alteration in original LPO and Copy1 but if the Coordinator cannot correct the alteration it will be sent again to the suppliers’ and vice versa.

3. After checking and complete the documents with copy 1, it should be submitted to the Section Head for final verification, review and take signature. Then the original LPO, send to Purchasing-Accounting via a transmittal prior to process while the copy1 of the LPO will sent to the Material Control Section via transmittal also.

Chemical Assistant 




    June 23, 2004 - Nov. 16, 2004

D & L, Incorporated, Bagumbayan, Quezon City, Philippines

· Responsible to check all the chemical supplies delivered daily and monitors the date manufactured and expiration.

· Assists the chemical engineer for any transactions.

Quality Assurance Inspector/Quality Assurance         December 2003 - June 2004

Litton Mills, Inc. Rosario, Pasig City, Philippines

· Responsible to monitor and implements standards of procedures to ensure the best quality for every product manufactured.

· Supervises department staffs to maintain the company equipments.

Office Assistant/ Architectural Department                  June 11, 2003 - Sept. 11, 2003

H.R.D. (S) Private Limited, Cavite City, Philippines 

· Responsible to encode newly received architectural plans from Japanese architect using AutoCAD application software(Japan Version)

· Responsible to revised and edit architectural plans from its day-to-day instructions.

Data Encoder/ M.I.S. Department

                June 2002 - May 2003

Forever Living Products, Greenhills, San Juan, Philippines 

· Responsible to check and monitor all the application form from newly joined members in the organization.

Education



Technological Institute of the Philippines
 (TIP)
                 June 1997 - March 2002

Quiapo, Manila, Philippines

Bachelor of Science in Computer Engineering

Training and Seminars Attended



Configuring and Managing Cisco Routers and Switches- Manila, Philippines 

Basic AutoCAD- Riyadh International School, Kingdom of Saudi Arabia

Adobe Photoshop CS3 - Riyadh International School, Kingdom of Saudi Arabia

PC Hardware Assembly- Riyadh International School, Kingdom of Saudi Arabia

Personal Background



A Filipino Citizen. Fluent in both English and Filipino languages. Can speak and understand some basic Arabic language. Born on 1st of May 1980 in Pasig City, Philippines. Married with 2 daughters. Knowledgeable in Computer Software (MS OFFICE (excel, word, PowerPoint, Outlook) AUTOCADD, ADOBE ACROBAT) and Computer hardware’s (external and internal), Internet Researching. Can operate office machines (fax, copiers, and scanners).Driving vehicle, two or four wheels with professional license.



