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CAREER OBJECTIVE:
· To apply for a position deemed commensurate to my qualifications and work experiences.

· To be able to impart my skills and potentials to the continuing growth of the firm.

· To work in a company where my profession and learned techniques on work place will be of use.

· Career Advancement.
SKILLS:

· Knowledge in office software programs, including spreadsheets, databases, word processing and graphic presentation software.
· Knowledge in Web and E-mail for research and employer-specific applications.
· Knowledge in standard written English and, in some organizations, business English.
· Knowledge in communication to interact with a wide range of people, frequently exchanging information about business operations.
· Can delegate tasks to efficiently manage administrative operations, giving appropriate clerical tasks and instructions to filing clerks, receptionists in the same office.
WORK EXPERIENCES:
COMPANY:   
AL AHLI HOSPITAL


Under Universal Maintenance Services (USM QATAR)



Doha, Qatar

Position:
Operation Assistant for Catering Department



(December 2012 to December 2014)

Duties and Responsibilities:
· Improve the operational systems, processes and policies in support of organizations mission -- specifically, support better information flow and management, business process and organizational planning. 
· Manage and increase the effectiveness and efficiency of Support Services (HR, IT and Finance), through improvements to each function as well as coordination and communication between support and business functions. 
· Play a significant role in long-term planning, including an initiative geared toward operational excellence.
· Regular meetings with Executive Director around fiscal planning. 
· Communicate Section Supervisors and directly report to Operation Manager for daily operation matters.
· Oversee monthly and quarterly assessments and forecasts of organization's performance against operational goals. 
· Conduct daily manpower assessment in able to provide management insights to further increase productivity.
· Serve as liaison in order to solve complain that will affect the operation.
· Providing consulting services on matters related to Function questions, and business structure and growth.
Position:
Head Waiter Supervisor for Catering Department



(March 2011 to December 2012)
Duties and Responsibilities:
· Monitor from time to time all Waiters activities and making sure everything under control. 
· Checking and monitoring orders especially the Diet food for the patient, Such as Food preparations for normal diet for both buffet and Tray-line area.

· Checking and monitoring those stocks and order if necessary. 
· Conduct weekly and Monthly inventory for the supplies report. 
· Call the attention of the area head such head Chef, Store keeper, Cleaners Supervisor for some other reasons. 
· Conduct daily dry run for waiters and cashiers before the open of the Buffet area.
· Monitoring in Advance Preparation for Function Cases.
· Report to the immediate head for other concerns. 
COMPANY:
UBM Corporation
312 Shaw Blvd. Mandaluyong City, Philippines

(Year: May 2002 to February 2011)

Position:
Forecasting In-charge

(September 2008 to February 2011)

Duties and Responsibilities:

· Monitor my subordinates on taking calls for the adjustment of request orders from the outlet.

· Work with several departments or regional teams in culling information and developing reports.
· Relaying important matters to different department heads such as Outlet Junior Managers and Supervisors, HR for Manpower, Logistics for the Deliveries, Accounting and Audit for the Sales, and the Marketing and Purchasing for the Items Concerned. 

· Consolidate Nationwide Outlet orders and monitoring the weekly outlet forecast base on daily deliveries, Bad Orders, Outlet Sales Report and Inventories. 

· Prepare and present reports, charts, and tables detailing these market factors to company heads to help inform marketing and production strategy decisions.
· Attend monthly executive meeting for sales report.

· Does other duties assigned by superior.

Position:
Purchasing Assistant



(May 2005 to August 2008)

Duties and Responsibilities:

· Monitoring all purchase orders to effective the greatest savings within reasonable delivery times. In addition, this monitoring process will include coding, product, vendor, and other checks as may be necessary from time to time.
· Entering data to maintain purchase order log books.

· Providing timely turn-around on all requisitions and purchase orders to insure adequate delivery of goods and services.

· Maintaining procurement documents in a systematic, retrievable manner.

· Consulting with district office and school-level personnel in supplying vendor information and availability of product.

· Disseminating information relative to state contracts and district-wide bid arrangements, services, guarantees, warranties, prices, etc.

· Maintaining useful and up-to-date vendor list.

· Maintaining up-to-date information relative to the procurement area that may affect centralization or good business practices.

· Preparing confidential information.

· General office duties.

· Performing other duties as assigned.

Position:
Selling Supervisor
(July 2004 to April 2005)

Duties and Responsibilities:

· Producing layout plans for stores, sometimes called “Statements”.
· Planning budgets and presenting sales forecasts and figures for new ranges.
· Planning product ranges and preparing sales and stock plans in conjunction with buyers. 
· Responsible for helping to meet goals by creating an aesthetically pleasing shopping environment through the display and placement of merchandise.  
· Responsible for identifying trends and making sales predictions based on product popularity.  
· Responsible for comparing sales data for products handle and make recommendations to management regarding possible solutions if sales are low.  
· Responsible for the timely merchandising of seasonal goods and their removal after prime selling periods expire.
· Responsible for keeping track of inventory and submitting order requests to the forecasting department.
· Responsible for the assessment of manpower.
· Meeting with suppliers and managing the distribution of stock, by negotiating cost prices, ordering stock, agreeing timescales and delivery dates, and completing the necessary paperwork.
· Attend weekly and monthly sales and outlet evaluation report.
· Directly report to companies department head for some concerns.
Position:
Team Leader Merchandiser
(May 2002 to June 2004)
Duties and Responsibilities:

· Oversee delivery and distribution of stock and deal with suppliers.
· Working closely with visual display staff and department heads to decide how goods should be displayed to maximize customer interest and sales.
· Controlling stock levels based on forecasts for the season. 
· Analyzing every aspect of bestsellers (for example, bestselling price points, colors or styles) and ensuring that bestsellers reach their full potential.
· Monitoring slow sellers and taking action to reduce prices or set promotions as necessary
· Maintaining awareness of competitors’ performance.
· Gathering information on customers' reactions to products.
· Analyzing previous season's sales and reporting on the current season's lines.
· Identifying production and supply difficulties and dealing with any problems or delays as they arise.
· Liaising with buyers, analysts, stores, suppliers and distributors.
· Forecasting profits and sales and optimizing the sales volume and profitability of designated product areas.
· Does weekly and monthly stock inventories and sales report to be reported to immediate supervisor.

· Attend the monthly team leaders meeting for the monthly store sales report and manpower evaluation.

· Managing, training and supervising junior staff.
EDUCATIONAL BACKGROUND:
Tertiary:


System Technological Institute (STI)
Makati City, Philippines

BACHELOR OF SCIENCE IN COMPUTER SCIENCE

2002– Tertiary Diploma



College of San Carlos Seminary




Makati City, Philippines

BACHELOR OF SCIENCE IN PHILOSOPHY
1998– Tertiary Diploma
Secondary:

Gregorio Perfecto High School

Tondo Manila, Philippines

1994 – High School Diploma
PERSONAL BACKGROUND:
Date of Birth:  
24thday of June, 1977

Place of Birth:         
Paniqui.Province of Tarlac

Age:          38 years old
Sex:        Male
Civil Status:                                                      Married
Visa:Visit Visa
I hereby certify that the above information is true and correct to the best of my knowledge and belief.
Applicant
