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OBJECTIVE

· Position as Supply Officer/Property Custodian/Purchaser/Facilities Coordinator or any position suitable to my experience.

SUMMARY OF QUALIFICATIONS

· Strong sense of responsibility and self-motivation         

· A team player with ability to work independently                                                 

· Skilled and well-experienced supply officer or storekeeper/facility coordinator                                 

· Skilled driver and forklift operator
· Knowledge in Computer Operation (Microsoft Office)

WORK EXPERIENCED       

· Philippine International School in Qatar (PISQ), Doha - State of Qatar
· Facilities Coordinator 
· Primary Function- Ensure maintenance and functionality of school installations and facilities as well as security and safety of students, school personnel and visitors inside the premises
· Duty Statement
· Ensure cleanliness and soundness of school premises to include classrooms, offices, comfort rooms, grounds, corridors, stairs, stage and other installations
· Monitor and ensure functionality of school utility systems – water, electrical, air conditioning, communication and sewerage
· Monitor and act on service requests relative to Teachers/Staff accommodation

· Free school premises of health and safety hazards

· Assist implement an effective and safe Transport Service

· Perform other duties in exigency as may be directed by the Principal

· Dipolog Friendly Mart Incorporated (January 2001 – December 2005)
· As Storekeeper/Purchaser 

· In charge of stocking of merchandise and goods in the warehouse

· Recording of merchandise coming in and going out of the bodega/warehouse from the van yard, adopting the system first in-first out

· Shipping out of orders of merchandise

· Inventory of merchandise and goods by making stock cards

· As Construction Supervisor

· Purchaser of construction materials for the expansion of the company

· In charge in the inventory of the construction materials

· Manage payroll of construction workers

· Timekeeper

· Responsible in making daily written report about the performance of the construction workers
· Property custodian of all construction materials
· Accountable of the tools and machines used in the construction
· Lillian Express, Incorporated (August 1986 – December 2000)
· Purchaser or Warehouse in charge

· In charge of buying spare parts from the local stores for buses that needed immediate repairs

· Accountable for making orders for spare parts from big suppliers for stocking by volume in the warehouse

· Formulated a system of inventory of supplies and spare parts (First In First Out)

· Created an inventory for supplies and spare parts to determine their volume and availability in stock

· Responsible of issuing spare parts to technicians and mechanics


· Fuel Controller 

· In charge of putting in diesel/gas for buses

· Monitored consumption of diesel/gas/ of  buses to determine if bus drivers drive their assigned buses in recklessly high speed or if the buses needed overhaul or have engine or mechanical problems

· Prepared weekly report on fuel consumption to the management

· Formulated cost-cutting measures to maximize output or profit for the company, i.e. to achieve normal consumption of diesel for a given mileage
· Tire Controller

· Monitored proper use by buses of the tires to ensure long life span of tires

· Monitored tire’s life span due to rugged terrain or reckless driving
· In charge of supply of tires of different sizes to ensure that the company would not be hampered due to tire damage of buses on the road

· Conducted monthly inventory and made report on supply of new tires in the warehouse, junked tires, and recapped or processed tires

· Katipunan National  Agricultural School (May 1985 – June 1986)
· Assistant School Supply Officer

· Recording of incoming and outgoing school supplies, materials and equipment like tractors and other agricultural implements for rentals or hire


  

· Issuing of school supplies and classroom materials

· Periodic inventory and accounting of all school supplies, materials and equipment

· Assisted in purchase of school supplies

· Acted in the absence of the School Supply Officer


EDUCATIONAL BACKGROUND

· Katipunan Central School
Katipunan, Zamboanga del Norte, Philippines

1963 – 1969

· Katipunan National Agricultural School

Katipunan, Zamboanga del Norte, Philippines

1969 – 1973

· Bachelor of Arts in Economics
Saint Vincent’s College, Dipolog City, Philippines

1978 – 1982
· Microsoft Basic Computer 

Philippine Overseas & Labor Office/OWWA, Doha - Qatar

2008

LANGUAGE SPOKEN

· English, Tagalog and Cebuano 
