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CAREER OBJECTIVES
Seeking for any position that will fit my qualification in your organization to perform any duties most efficiently, sincerely and to the best satisfaction of my superiors resourceful and with willingness to learn and develop my skills necessary to carry out given task and responsibilities.

SUMMARY OF QUALIFICATIONS

· Good communication skills that can work at all levels in the organization.

· Knowledge of Warehousing, Logistics and supply chain Management.

· User of WMS ERP like Exceed and FACTS ERP, and SAP

· Proficient in MS applications such as MS Excel, MS Word, MS PowerPoint and Visio.

· User of E-mail software like MS Outlook and IBM Notes.

· Can operate different kinds of Machine Handling Equipment (MHE) like Reach Truck, Forklift, PPT and Truck.

· Can work without supervision

· Responsible and Dependable

· Exposed in manual jobs and computerized

· Exceptional versatility and adaptability
· Ability to manage multiple tasks in a pressured environment. 
        Warehouse Management System (WMS)

· WMS is to give wider exposure and controlling all the processes in handling of materials in the warehouse.

· Have a better tracking of imports

· Improve storage for easy of accessibility

· Improve order processing

· Accurate item picks

· Generate accurate packing list

· Reduce discrepancies of all kinds
Technology 

· Mobile application software for the scanner, enabling to carry out picking, generate packing list, bar-coding the item & cartons, easy put-away on bin locations and internal transfers.
· Ability to manage multiple tasks in a pressured environment.

· Experienced in Hardware troubleshoot, networking connection. Microsoft word, Excel, PowerPoint, Computer literate and typing can do other jobs or responsibilities specified to me.
· Proficient in Microsoft Programs and Application, PC Troubleshooting and Maintenance.
CAREER HISTORY

BEARINGS FZE

WAREHOUSE OPERATION EXECUTIVE (Warehouse & Logistics Operation)

December 2011 up to March 8, 2015  

Duties & Responsibilities:
· Responsible for the delegation of warehouse activities to every subordinate from MHE operators, warehouse supervisor, assistants, and laborers with regards to their respective function.
· Facilitates and monitors the progress of the entire operations including receiving, storekeeping (put-away & picking), dispatching, markets returns and promo items repacking.

· Communicates closely with sales team and logistics coordinator (LC) for those high priority and very urgent orders on their special instructions.

· Inform and updates regularly the sales team and LC on every finish task.
· Conduct meeting prior to operations discussing the volume of activities to be accomplished in a day.

· Coordinates with Purchase Department, Sales team and Logistics Coordinator (LC) for any pending and possible incoming and outgoing shipments for warehouse and manning preparation purposes.

· Preparing the pick list for the BIN Location, Packing list and Delivery note. 
· Performs pre and post operation check-ups on company’s fleet by accomplishing the MHE Checklist Form.

· Measure and records the performance rating of every employee on their KPI’s.

· Ensure that Good Warehousing Practices (GWP) is done at all times.

· Reports any incident that involves human injury and damaged to property to safety Officer and Managing Director.

· Responsible for the positioning and discharging of Container Vans and Trucks at the loading/unloading Platform. 

· Ensure that inbound and outbound orders are processed and available to the customers as per the agreed timelines.

· Communicates and coordinates with Sales Teams for any operational issue and costumer deliveries.

· Independently handling complete activities of warehouse and reporting to Management.

· Manage stock checking in warehouse independently.

· Train and Develop Warehouse team to deliver excellent performance at all times and ensure that all staff are aware of company policies, procedures and developments through effective team briefing.

· Managing warehouse product tracking to ensure of space and efficient operations on the warehouse floor.
· Manage the assigned vehicles facilities and preventive maintenance of the fleet to ensure smooth transportation activities within UAE.

· Knowledge of full documentation required for Export and Import.

· Preparing Monthly reports of all Incoming and outgoing shipments.

· Reporting to the Managing Director of the company.
TROJAN GENERAL CONSTRUCTION LLC

INVENTORY ANALYST cum MATERIAL COORDINATOR

July 2008 to December 2011  

Abu Dhabi, UAE
Duties & Responsibilities:
· Responsible for the initiation, maintenance and oversight of inventory controls, policies, standard, procedures and systems to achieve accurate inventory information.

· Monitor the accuracy of all inventory levels, resolving discrepancies in a timely manner.

· Developing and implementing an inventory management system (IMS), ensures that product movement flow seamlessly.

· Physical inventory count process and documentation management.
· Maintains detailed inventory reports performing cycle counts and determining periodic asset valuations.

· Supervise receiving of materials, unloading and placement in assigned storage location.

· Perform storekeeping and warehouse duties; maintain accurate manual and computer records; Performed physical; understand and carry out oral and written instructions, maintain cooperative working relationship.
· Responsible in checking of received materials quantities & specifications against order documents.

· Manage space and determine storage methods according to the manufacturer's guidelines and Company safety procedures.

· Maintain stock level of materials to ensure continuous availability as per site requirements.

· Maintain the filing system and stock records as per company procedure.

· Maintain supplies of materials, in compliance with storage safety regulations. 

· Performs the clerical checking of new stores as they are being received; may work

· Outdoor or away from the supply yard i.e., may deliver materials in other locations.

· Recommend disposal of excess, defective or non moving stocks. 

· Performs clerical duties associated with storekeeping function.

· Maintain and accurate filing all documents of the warehouse.
CLOISALL CO. LLC
MATERIAL COORDINATOR cum WAREHOUSE SUPERVISOR 
September 2005 to June 2008  

Abu Dhabi, UAE
Duties & Responsibilities:

· Coordinates to the Material Prior on Stock with the Construction Manager.

· Preparing and Ordering the Material as per Requirement & Approval as per Project Specification.

· Performing for the Submittals of Material Delivered for review and approval with the client/consultant.

· Preparing the Procurement LOG and updating Material LOG.

· Responsible to follow up all pending Materials to the Procurement Department and inquires, quotation from the supplier.
· Coordinates the daily operations of the store/warehouse.

· Performs a variety of shipping, receiving and stocking activities. 

· Maintains records for the Fixed Asset Program

· To receive and check the supplies in the store for the specification, quantity, quality of goods as per purchase order, invoice, and delivery note and to inform the user for the inspection report for recommendations, and can work for loading and uploading jobs.

· Raising proper documentations and the maintaining of accurate stock records relating to each numbers and the transaction associated with it

· Issues of items quickly and accurately against proper authority when such authority is required or in accordance with the company policy

· Well experience on how to handle Stock Recording and to Control Store Documentations as well.

· Responsible for checking and review the monthly Opening Balance & Monthly Inventory Statement Summary Report

· Well experienced related to this kind of position with particular emphasis on the supplies handling aspects & with good knowledge of manual and computerized stock control system.

· Reviews established operational policies and procedures pertaining to receipt Store Receipt Voucher (SRV), Store Issue Voucher (SIV), Receipt & Issue Voucher (RIV) dispatch, warehousing of supplies and stock checking or inventory. Highlights problem areas, discrepancies and recommend actions and measure for promoting such procedures, with problems on shortage, damages, and in-correct items. Input Delivery Receipts, prices of items, and responsible for preparing of billing statement & sale invoices to be issued to clients computerized and manually.
SHIMIZU CORPORATION – Dubai 
MATERIAL CONTROLLER cum PURCHASHING OFFICER 
February 2000 to August 2005
Project: Marina Apartment Residences (Six Towers)

Palm Jumeirah, Dubai, UAE
SHIMIZU CORPORATION is a leading architectural, engineering and general contracting firm, offering an integrated, comprehensive planning, design and build solutions for a broad range of construction and engineering projects worldwide.
Duties & Responsibilities:

· Coordinates the daily operations of the store/warehouse.

· Receives stores and issues supplies & equipment and compiles records of supply transaction aboard ship: Verifies that supplies received are listed on requisitions and invoice.
· Dispenses stock from storeroom by measuring, counting and/or cutting requested amounts requiring knowledge and experience handling the goods or materials; documents for inventory and billing purposes.
· Counts inventory periodically and reconcile with records and/or inventory tickets; performs annual inventory count and reconciliation; reports to auditors or designated departments; researches and resolves discrepancies.
· Resolve problems or complaints presented by staff and users/customers.
· Keeps record of standard inventory, cost, prices and quantity on hand.
· 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.

· Checking for the quality/quantity of delivered good/materials.

· Supervise for the proper handling and storing of all material in the store. 

· Monitoring the outstanding materials to be delivered on site and assuring the quantity of the materials. 

· Responsible for the operation within the warehouse/stores area and implements the requirements of the client.

· Monitor all projects sites for the status of all materials transaction between the consultant and the project requirements. 

· Coordinates all requirements for all on-going projects between procurement department and follow-up for the incoming delivery of materials.

· Coordinate with the project manager and all field engineers for the required materials of the project with them constantly with regards to their daily requirements.

· Receiving the materials, checking against the shipping documents and the purchase order. Initiating the material receiving report relevant documentation. 

· Responsible for the operation within the Warehouse/Stores areas and implements the requirements of the client and main contractor defined by the Material Controller. 
· Receiving pre-issue materials from the Warehouse and subsequent handling of the material within storage area either at Fabrication Shops or site as well as the painting yard.
· Ensuring that all materials are lifted properly during receiving or issuance to avoid damages.
Duties & Responsibilities: (PURCHASER)
· Review and evaluate specifications for issuing and awarding bids to suppliers through process.
· Resolving errors on purchase orders as required.

· Investigating and determining what/how/why materials came in incorrectly or damaged (for non-conformances).

· Work with Vendors to ensure product availability, delivery scheduling and to solve any pricing or other issues.
· Maintains purchasing documents, files and records (e.g. Requests for proposal, vendor files, etc.) for the purpose of ensuring the availability of documentation and compliance with established policies and regulatory guidelines.

· Processes requisition into approved purchase orders for the purpose of updating and distributing information and/or acquiring resources in compliance with established guidelines.

· Reviews documents and data (e.g. incoming requisitions, past purchases, reconciliations, inventories, etc.) for the purpose of ensuring completeness and accuracy of purchasing process.

· Responsible to review all material requisition.

· Responsible to follow up all inquires & quotation from the supplier.

· Generated Weekly Local Purchase Order Report and submitted this to the Purchasing Manager, Ensured quality reasonable costs and on-time delivery of these.

· Well experience on how to handle Stock Recording and to Control Store Documentations as well.

· Did office correspondence, filing of documents and other tasks as may be assigned by the Manager from time to time

· Perform other tasks as assigned from time to time.
Municipal Government of the Philippines
Paoay, Ilocos Norte, Philippines
Start Date: January 1995 to December 2000
Position/Title: PROJECT WAREHOUSE SUPERVISOR
Project: Municipal Government Project

Duties & Responsibilities:

· Prepare Procurement Action Sheet (PAS) for the materials required at the site

· Checking and receiving of deliveries from suppliers.

· Coordinate to the procurement department in regards to the material deliveries and schedule.

· Responsible for the day to day issuance of tools and materials of the jobsite.

· Proper handling and arrangement of materials internal and external filing.

· Responsible in monitoring of stocks and fast moving materials.

· Monitor the delivery schedule of ordered materials and frequently coordinates to the Municipal Engineers and project managers in-charge.

· Maintains the stock area, warehouse, and other work areas in a clean and orderly condition
· Maintain all records of all incoming and outgoing materials, internal and external transfer to various projects.

· Conduct physical inventories of all tools and materials.

· Received Materials Requisition Sheet (MRS) from various jobsites.

· Checked the availability of stocks. For the available materials, prepare a delivery note stating the description, brand, sizes and quantity. For the unavailable materials, the MRS will be forward to the procurement dept. for necessary action.

· Informed the requesting party (jobsite) regarding the delivery schedule.

· Ensure that the materials are thoroughly checked before deliver.

· Maintain the proper arrangement/segregation of all stocks according to their description and sizes.

· Ensure to meet, facilitate and served all the materials requirements of all various jobsites.

· Prepare equipment prior for loading/unloading of deliveries according to their specifications and sizes.
· Checking and receiving of deliveries base on the LPO to confirm that there is an order made for the said delivery.
· Maintain all documentation within the central warehouse. 

EDUCATIONAL BACKGROUD
Tertiary

STI College
Bachelor of Computer Programming 
Philippines
SEMINARS/TRAINING ATTENDED
1st August 1999 to 25th 1999
Stores Management Training Course at Fort Ilocandia Training and Management Institute


Philippines 

14th, 15th & 16th October 1998

Strategic Plan & Budget for 1998
(Key Result Area Planning)

The Professional Group Plans, Inc.

Philippines

21st, 22nd & 23rd May 1997

Accounting for Non-Accountant Seminar
The Professional Group Plans, Inc.

Philippines

16th up to 19th October 1996

Managing Change Amidst the Impact of






Information Technologies
Club Estancia, Philippines
PERSONAL DATA


Date of Birth
:
30 July 1976



Nationality
:
Filipino





Height

:
5’5”




Weight

:
145lbs.




Visa Status
:
Employment Visa



Notice Period
:
Immediately



Languages Known
:
English, Tagalog
Marital Status
:
Married
