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CAREER OBJECTIVE
A Certified Logistics and Supply Chain professional with 3 years’ experience and exposure in Middle East is seeking to build a long term career in a challenging working environment where professionalism and quality are of significance.
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Profile
A versatile professional with substantial experience in the area of Logistics & Supply Chain Management, Procurement and Materials Management.. Efficient in office administration works, with excellent typing skills, interpersonal and analytic skills. An accomplished Purchaser that provides for the daily production needs and contribute towards the effective and efficient use of materials. 
Nationality:      Filipino
Date of Birth:   03 May 1991
                

Strength
Fast learner, team player, single player, self-motivated, independent, minimum supervision, good command of English language, Arabic; Speaking & Writing, excellent leadership qualities, positive and hardworking, creative, organized, highly resourceful, establishes priorities, wide knowledge of various field of work.
· Demonstrates extraordinary customer service by fulfilling all customer requirements within the accepted standards of time, cost & quality. 

· Demonstrates respect for colleagues and works as a team.
· Result-oriented and focused in the attainment of project goals and objectives. 
· Highly responsible in performing duties and tasks. 
· Excellent interpersonal skills which enable efficient coordination. 
· Recognized for professionalism, thoroughness, exceptional work ethic, integrity and commitment to quality and teamwork. 
· Complies with all the laws and regulations of the UAE and the policies of the organization.

Technical Skills
· Microsoft Office Applications (MS Word, MS Excel, MS PowerPoint, MS Outlook, MS Access). 
· Microsoft Visual Basic 6.0
· Adobe Photoshop
· Computer Hardware & Troubleshooting
· UAE Driving License


Career History

Printing & Advertising Gifts                                                                   01 September 2012 – present

Duties and Responsibilities:
Procurement & Materials Manager
Plan, execute and finalize procurement projects according to deadlines and within budget. Sourcing for supply of goods and services based on received requisitions from authorized personnel within the company, coordinating the efforts of team members and internal departments, in order to deliver according to plan and assuring availability of materials when needed.
In detail:

• Plan and manage inventory levels and maintaining buffer stock of general items and slow moving goods.
• Preparing various stock reports (Weekly/Monthly/Yearly).  
• Maintain complete updated purchasing records/data and pricing in the system. 
• Build, populate and manage a supplier’s database.
• Liaising with suppliers and negotiating prices with suppliers.
• Manage the preparation and issuance of purchase orders with selected suppliers on a regular basis                                  in accordance to product specifications required.      
• Inform relevant department with the status of orders and expected time of delivery. 
• Following up with suppliers concerning delivery times 
• Evaluation of Supplier Performance: 
· Regularly evaluate supplier performance and upgrade it by suggesting corrective action to remedy deficiencies. 
· Analyze root cause and resolve disputes with suppliers. 
· Identify and research new suppliers to meet new requirements as well as alternate suppliers for existing requirements.
• Reporting to Senior Managers and Executives
• Perform other job-related duties as assigned. 


Gulf Reinforced Plastic LLC – Oil Field Fiberglass works         1 March 2010 – 1 March 2012
Musaffah M32

Duties and Responsibilities:
Logistics & Procurement Coordinator
Plan, execute and finalize procurement projects according to deadlines and within budget. Ensures that materials are received in accordance with purchase orders, coordinates with end users. Sourcing for supply of goods and services based on received requisitions from authorized personnel at various worksites, coordinating the efforts of team members and internal departments, in order to deliver according to plan and assuring availability of materials when needed.
In detail:

• Plan; manage inventory levels and maintaining buffer stock of general items and slow moving goods.

• Preparing various stock reports (Monthly/Yearly).  

• Receive and identify a wide range of equipment, tools, spare parts, consumables and chemicals.
• Maintain complete updated purchasing records/data and pricing in the system. 

• Build, populate and manage a supplier’s database.

• Manage the preparation and issuance of purchase orders with selected suppliers on a regular basis                                  in accordance to product specifications required.      

• Inform relevant department with the status of orders and expected time of delivery. 
• Following up with suppliers concerning delivery times 
• Evaluation of Supplier Performance: 
· Regularly evaluate supplier performance and upgrade it by suggesting corrective action to remedy deficiencies. 

· Analyze root cause and resolve disputes with suppliers. 
· Identify and research new suppliers to meet new requirements as well as alternate suppliers for existing requirements.
• Arranging the delivery of all requested tools, equipment and consumables to local and foreign site projects.
• Ensures that sensitive materials are received, stored and protected according to standards

• To report, label and prepare documents for damaged, obsolete, surplus and redundant materials.

• To monitor and report on materials with shelf life limits. To follow the first in and first out principles.
• To ensure that all tools are inspected, certified and calibrated before expiry date.

• Reporting to Senior Managers and Executives

Education
	2013 March
	Bachelor Of Commerce (On Going)

	
	Calicut University, Dubai UAE


	2009 March
	High School Diploma – Commerce (12th Grade)

	
	Indian Islahi Islamic School, Abu Dhabi UAE


Qualifications/ Certifications:

· Certified International Logistics & Supply Chain Professional, CISCP
BLUE OCEAN ACADEMY, Dubai, UAE

Nov- Feb 2013
Accredited by the Ministry of Education, Dubai, UAE
(IPSCMI) International Purchasing and Supply Chain Management Institute

(ACI) American Certification Institute, Lewes, Delaware, United States

Technical Education
· Computer Hardware & Troubleshooting

AREEF COMPUTER INSTITUTE, Abu Dhabi, UAE

July 2007
Approved by the Ministry of Education, Abu Dhabi, UAE

TRAININGS / SEMINARS ATTENDED:
· Purchasers Forum
Blue Ocean Academy, Dubai UAE

April 06, 2013
· Team Building
Blue Ocean Academy, Dubai UAE

March 30, 2013

· Assertiveness At Work
Blue Ocean Academy, Dubai UAE

February 16, 2013
· Six Sigma
Blue Ocean Academy, Dubai UAE

February 09, 2013
· The Myers-Briggs Type Indicator - MBTI

Blue Ocean Academy, Dubai UAE

February 02, 2013

· Persuasion Without Authority
Blue Ocean Academy, Dubai UAE

January 05, 2013
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