	
	

	EMPLOYMENT HISTORY:
Stock Manager/Purchasing Manager
(August  2015 to present)
GOLDTEMPO COMPANY INCORPORATED
Philippines
Stock Manager/Purchasing Manager
(July 2009 – July 2015) 

BUDGETLANE ANTIPOLO (BARGAIN CITY INC)
Philippines
Finance Assistant 

(December 2006 – June 2009)
BUDGETLANE SUPERPALENGKE (BARGAIN CITY INC)
Philippines
Accounts Payable Clerk
(April 1997 – November 2006)
BUDGETLANE SUPERPALENGKE (BARGAIN CITY INC)

Philippines

EMPLOYMENT HIGHLIGHTS:

Stock Manager/Purchasing Manager
(July 2009 to present)

· Develop a strong positive rapport with all vendors/suppliers

· Negotiate with suppliers/vendors on purchasing to help increase company’s long term profitability
· Coordinate with suppliers to ensure product availability, delivery scheduling, pricing and other issues
· Study the full product lines. Seek out new products that will help increase the company’s profitability
· Ensure that products are in good quality, commercialized and viable
· Makes tactical decision in respect to the placement and management of all purchases to meet scheduled demands

· Knowledgeable on the trend of price changes to ensure protection orders

· Checks pricing and mark-up of all items

· Review the requisition of purchases for ensuring completeness and compliance with requirement or consumer demand

· Organize and monitor inventory levels to maximize efficiency

· Assist with the training of employees to ensure smooth process

· Supervises personnel which typically include hiring, firing, promotion, demotion, evaluation, work allocation and problem resolution
Finance Assistant
(December 2006 – June 2009) 

· Monitoring of cash liquidity of the company (Daily Cash position/Flow)
· Maintained updated supplier’s file
· Prepare scheduling of payments
· Prepare BIR requirements
· Handle all expenses account
· Prepares bank reconciliation report
· Maintained books of account
· Assisting Finance Manager as required.
Accounts Payable Clerk
(April 1997 – November  2006)
· Process and post payment by cash or cheques using GP Micro Dynamics system
· Receives and process invoices, petty cash and requests for payment;

· Prepares or checks invoices, requisitions and other documents for processing; encodes and obtains approval when necessary;

· Performs clerical duties such as filing and releasing of cheques for payment
· Performs other accounting duties as assigned;


	CAREER OBJECTIVE:
To use my skills in the best possible way for achieving company’s goals and acquire new talents and expertise for career growth.
EDUCATION:

VOCATIONAL  COURSE

Computer Systems & Business Management 
International Electronics and Technical Institute
Philippines

June 1994 - June 1996
TRAININGS/CERTIFICATE:
UNDERSTANDING MANAGEMENT
October  20, 2011
Ateneo De Manila University (John Gokongwei School of Management)
Philippines

PRICE ACT
February 16, 2011
Department of Trade and Industry
Philippines

BASIC MANAGEMENT & CONCEPTS
September 21, 2012 
Philippines
ANTI-DRUG ABUSE SEMINAR PREVENTION AND CONTROL
July 19, 2013
Philippines
SKILLS AND ATTRIBUTES:
· A total of 19+ years of work experience in Retail Industry
· Experienced in dealing with different people and experienced in handling multiple assignments, prioritizing work and meeting deadlines.
· Effective in written and oral English communication skills, with meticulous attention to detail.
· Has the ability to quickly adapt to new situations and systems.
· Well versed in MS Office.
· Mature, self-motivated, flexible and always eager to face new challenge.
· Good knowledge in GP Micro Dynamics software; Quickbooks
PERSONAL DETAILS:
Date of Birth: July 27, 1977

Civil Status: Married

Nationality: Filipino

Height/Weight: 5’ / 47 kls.
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