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Donald
Donald.180837@2freemail.com  

	        Qualifications: 
	
	· 15 Years’ Experience in different roles in Procurement, Human Resources, Sales and Customer Service and Information Technology.
· Graduate of Bachelor of Science in Computer Science.

· With advance knowledge of operating systems for Windows and Microsoft Applications: Outlook, Word, Excel, Power Point, Access; Record Management for Procurement and Online System, with knowledge of Microsoft Navision and SharePoint.

· Demonstrated excellent communication, organizational and interpersonal skills.

· Well-honed multitasking abilities; gracefully balances competing priorities, hardworking, detail oriented 




JOB EXPERIENCE:

Procurement Executive / Administrative Assistant – January 17, 2016 – Present

GUlf Film LLC - Novo Cinemas

Head Office, Al Barsha heights, Dubai, UAE

· Handling the Procurement for Novo Cinemas/Gulf Film in UAE, Qatar & Bahrain Departments (Projects, IT, Technical, Operations, Sales & Marketing from International & Local Market.) 
· Responsible for sourcing, selection and negotiating price and terms of products/services with suppliers.
· Responsible to prepare contract approval forms and legal reviews for on-going projects and other agreement or services and to circulate the document for management’s approval.

·  Evaluate vendor’s quotation to ensure that they are in line with the technical and commercial specifications required.
· In charge of daily operational purchasing needs and maintaining and issuing of PO, Payment follow up, Invoice and Delivery notes.
· Negotiating price and terms of products/services with suppliers

· Prepare, maintains, and reviews purchasing files and reports.
· Preparation of Specific Vendor list upon approved PR.
· Making Vendor and Contract logs and details. (Contract and Vendor Management)
· Undertake any other ad-hoc duties as assigned
HR Executive (Employee Relation) – March 1, 2015 – January 14, 2016
GUlf Film LLC - Novo Cinemas
Head Office, Al Barsha Heights, Dubai, UAE
· Processing of daily employee request:

· Annual Leave, Sick Leave, Emergency Leave Compassionate Leave, Passport Request, Business Card Request, Resignation and Termination Letter, Reporting back to work, Salary Certificates, Employment Certificates, Confirmation Letters, Salary Transfer Letters, and No Objection Certificates

· Preparation of the following files and documents:

· Leave calculations of all employees, Employee Change of Details form, Employee Request form, Passport requisition letters and Handovers, Warning letters and Disciplinary forms and Payable Sheets for HR advances requests.

· Communication and traffic:

· All processed and approved employee request/documents are communicated to all concerned individuals/cinema branches and accounts department (if related to salary and payment), Responds to all employees’ work related queries through telephone and, or email, Follow up’s on pending requests/documents for signature, announcements and memo/policy circulation and assists on the dispatching of documents.

· Maintenance of Records:

· Encoding of all processed requests and documents in the Navision System for references and assists in filing of documents in their respective box files and personal 201 files.
Cinema Usher/concession – March 3, 2014 – February 28, 2015
GUlf Film LLC - Novo Cinemas Festival City – dfc mALL Dubai, uae
· Patrons hand their ticket to usher, who lead or direct them their seats.

· Usher make sure that the fire exits are clear and unlocked.

· Usher pass out the programs and answer the question about the performance time of the movie.

· Providing excellent customer service.
· Product sales and reports.

· Provide food quality, cleanliness, and guest service as it relates to the concession experience.
I.C.T. Instructor / Laboratory Facilitator - June 2002 to April 2013

STI College Rosario


Rosario, Cavite, Philippines
· Design, facilitate, and teach the computer instruction component.

· Prepare execute lesson plans, assigning tasks, periodical examinations, quizzes, 
and evaluating student work and progress.

· Compute grades and submit necessary report every grading period.

· Develop course syllabus, assess, supervise, and motivate students.

· Handling courses such as Basic Computer Concepts, Computer Programming, 

· Database Management, Office Productivity Tools, Multimedia and Project Management. 

· Develop moderately complex handout for laboratory activities.

· Set-up and clean-up classroom at the beginning and at the end of each class/session. 

· Confirm that all materials are ordered and prepared for class sessions.

· Handling some school events like Sports Fest, Foundation day and other activities.

· Handling Computer Organization, Competing groups, Graduating Class (both TESDA and CHED programs) and Thesis Groups.

· Coordinate with different department for maintenance of all equipment.

· Printing ID’s for student, faculty, staff and other requesting company. 

· Creating sample format and templates for ID, bulletin board, posters and banners.

· Monitored and analyzed performance of the advising class, tutorials and other programs.
· Marketing, going to different secondary school to market the institution and encourage students to enroll in college.
eDUCATION:

STI College-Rosario
Cavite, Philippines
Rosario, Cavite

Bachelor of Science in Computer Science

June 2002 – May 2006

PERSONAL iNFORMATION:

Birth date


:
May 12, 1981

Nationality      

:
Filipino

Civil Status


:
Single
Visa Status


:
Residence (Working)

Languages

:
English & Tagalog
