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GRADUATE :

· Bachelor of Science in Electrical Engineering

West Negros College, Bacolod City Philippines

March 1996

· REGISTERED ELECTRICAL ENGINEER
OBJECTIVES :

To contribute towards the growth and development of a dynamic organization where opportunities to grow both personally and professionally are ample and where I can utilize my skills effectively & efficiently.

TRAINING & WORKSHOP ON LOGISTICS & SUPPLY CHAIN MANAGEMENT
Logistics, Material, Warehouse & Supply Chain Management, LC–UCP 600,

Shipment Deliveries, Incoterms / Shipping Terms, Export/Import, 
Consignment Container, Cost Accounting, ERP & MRP, Procurement and

Inventory Control, forecasting, Shipping docs (Bill of lading, AWB) 
QUALIFICATIONS :
· Experienced in design of logistics and warehouse system, strategies of effective purchasing, production and materials planning system.

· Extensive exposure in the different industries.  
· Knowledge in PRIMAVERA
· Hands-on experience on the use of ERP/MRP applications  
Fixed Asset  Inventory Monitoring System and Financial System 
using Oracle, ACCPAC, Enterprise Resource Information Control 
(ERIC System ), AutoCAD (2D & 3D), PHOTOSHOP, Excel, Words, Power 
Point, Outlook,    

Internet and Warehouse Management Systems, Adobe Photoshop, Adobe 
Illustrator & Quark Express

· Extensive background in customer-oriented service operations, customer handling and delivery, including sales, promotions and cost control. 

· Site, Client, Consultant Coordinator 

· Sales Support / Customer Service
WORK EXPERIENCES:
· EGYCON ELECTROMECHANICAL WORKS LLC 
Dubai, U.A.E

Procurement Manager  

September  2018  –  March 31, 2020
MEP CONTRACTING COMPANY
· NEW AGE COMPANY LLC
Dubai, U.A.E

Chief Procurement Officer 

Sept 2015  –  Sept 2016
MEP CONTRACTING W/  MAINTENANCE & FACILITY MANAGEMENT 
· POWER FACTOR ELECTROMECHANICAL LLC 

Dubai, U.A.E

Head  of  Purchase  &  Procurement  Department  

February  2013  –  Sept 2015 
MEP CONTRACTING W/ MAINTENANCE & FACILITY MANAGEMENT 
· SOLICO CONTRACTING L.L.C. / SOLIS FACILITIES MANAGEMENT

Dubai, U.A.E
Procurement Engineer with QA/QC background & Documents Controller 
September  2007 – February 2013

MEP CONTRACTING COMPANY

· CONVRGNT VALUE ENGINEERING L.L.C.
MEP CONTRACTING COMPANY
Procurement Engineer

December 2005 – November 2006

MEP CONTRACTING COMPANY

Procurement involves sourcing and purchasing goods and services for the company according to its available budget for each department. In the manufacturing sector, the purchasing of raw materials on a tender basis is a key part of the procurement responsibility. Close control of purchasing budgets, negotiating with suppliers, ensuring delivery schedules are met and preparing ongoing reports for company executives are all part of the job. Travel may also be involved if supplies are sourced from abroad
Planning, organizing, financial, budgeting and decision-making skills are all essential requirements, as are leadership and communications abilities. Strong market awareness, attention to detail and problem-solving are also necessary attributes. 
PROCUREMENT DUTIES AND RESPONSIBILITIES :
· Develop procurement strategy to maximize quality, value for money and cost efficiencies from consumable, material and sub-contracted service contracts 
· Cutting any waste and unnecessary costs to create a streamlined process   
    and fast procedure of work  
· Working with suppliers to ensure that key processes are running efficiently 
    and cost-effectively
· Create database for all supplier and sub-contractors with yearly evaluation 
· Negotiate price, payments, quality & delivery period with supplier & sub-contractor.

· Understanding & keeping up with new trends & regulations in the business.
· Dealing with local & international suppliers and arrange credit facility with them
· Researching for new suppliers, following market trends, liaising with 
    suppliers, projecting stock levels, negotiating prices with suppliers,    

    reviewing tenders, following up with suppliers concerning delivery times, 

    managing budgets, preparing reports and reporting to GM & CEO
· Coordination with the main contractor, consultant and client with regards to release
    clearances, submittal approval, inspection, testing & commissioning activities.

· This job include forecasting, planning, and correctly assessing needs. They also have to be able to network and negotiate with suppliers, to ensure price adjustments and access to retail costs. 
· Ensure copies of all pricing & tender submissions are maintained in hard and electronic form

· Take responsibility, support and train subordinates and manage their performances

· Using feedback from contract managers and facilities managers, maintain ratings for each supplier and sub-contractor, replacing any that give poor 
· Takes initiative and makes improvements in performance in own department and suggest improvements in other areas
· Received Site Requisition from site Engineer’s & Technician then procure materials
· Canvass materials prices both local & international then make comparison 

· Negotiate the price, make system SRQ, check available stock & purchase order
· Update stock inventory, library catalog, introduction letter & other paper works

·  Prepare material submittal, drawings & sample for new items

· Coordinate w/ travel agency for booking & ticket buying for company personnel   

· Organize accommodation, arrange venues for seminars and 
      transportation for visiting personnel’s, suppliers, office staffs and clients

· Coordinate w/ Site Engineers & Technician for any technical problems & discussed

· Follow-up & monitor delivery schedule.
· Attends to customers needs/complaints with prompt, accurate and efficient service.
· Responsible for supervision in inspection & monitoring of materials QA/QC activity.

· Coordination with the main contractor, consultant and client with regards to release 
    of clearances, test, inspection and commissioning concerns and activities.
RUUD LIGHTING ARABIA, L.L.C. – Dubai, UAE

Purchasing & Logistics Officer
December  2006 – August 2007 
· Manage the Purchasing & Logistics operations of the company.  The job 
comprises local & overseas purchasing of lighting parts and fixtures, monitoring 
stock status, supervising of import & export shipments, inventory management 
and warehouse operations.
· Coordinates directly with all forwarders (airfreight, sea freight & by Road) to   
expedite delivery of purchased imported/local materials and its delivery to               

local/foreign clients including L/C consignments. 
· Responsible in setting-up computerized coding system of inventory materials for 
the Financial System Software (ACCPAC).  This includes the assignment of 
vendor ID and item codes of all materials.
· Responsible for sourcing out new suppliers to cater new material requirements 
vital to company’s operations.  Presently in contact with suppliers from USA,
Germany, China, UK, Malaysia, Thailand, Canada, Italy, Belgium, Hongkong, 
Philippines, Taiwan, India, Spain, Netherlands, Australia, France, etc.
· Designs policies and procedures for the entire Logistics Operations which 
includes the Purchasing, Inventory, Distribution and Warehouse Division.
· Manage forwarder to ensure the safety & quality of goods to be deliver to customer 
      ●   Prepare all document for shipping insurance and directly communicating w/ them.

SUNCHEERS INTERNATIONAL, INC.

Corrugated Boxes Manufacturer
Production Engineer

January 2003 – November 2005

· Expediter – 
Responsible in handling special customer. Upon receiving        
of  Purchase Order from the customer purchase the raw materials and make samples for the new models then prepare the quotation, print out, production and delivery schedule, checking of  delivery receipt, invoice, delivery slip and label. Also in-charge in Quality Control of output products & the incoming raw materials. Attendees of meeting being required by the customers & suppliers.
· Purchaser - 
Get order from the customer, estimate the raw materials to 
purchase, canvass prices from different suppliers then prepare 
purchase order fax to supplier and follow-up the delivery.  
· Material Control - Responsible in handling stock list. All incoming and        
 outgoing materials are recorded in stock list.
· Supply Officer  – Responsible of all supply. In-charge of inventory of


            incoming raw materials and office supplies.
· In-charge of  Inventory 
   - 
Responsible for daily, weekly, monthly & year end

inventory of incoming raw materials, on-going process products      and finish products. Warehouse Officer.
· Job Order Preparation
-
 Prepared job order and Printing instructions.




 Printing Instruction Designer by the use of computer.



 Prepare the Daily Production Status Report.

EEI – CONSTRUCTION COMPANY
Jr. Electrical Engineer / Purchaser
January 2001 – December 2002

· Designer


-  In-charge in plan lay-out     
· Estimator


-  In-charge in Planning & estimation for tender department   

· QA & QC Engineer
-  QA & QC in-charge of all incoming @ outgoing    





   materials.

· Office Engineer

-  receive all the communication, make a reply, attend





    the company bidding and materials purchaser.

· Warehouse Supervisor
      Electrical Engineer –
site inspector, supervise the ongoing construction




job scheduler, check the incoming & outgoing 





materials quality, check the quality of the work &

                                                final inspection.   
   

YOUNG SHIN PHILIPPINES

Transformer & Adaptor Manufacturer
Research and Development Engineer / Purchaser
November 1996 – December 2000

· Sample Maker -   

Responsible in making sample for new model.
· Quality Control –

 In-charge for checking the quality of incoming materials



 and final inspection of the finish products.   

· Supply Officer –  
 Responsible of all supply. In-charge of inventory of





 all materials, request P.O. to purchaser.

· Job Scheduler –  
Job scheduling of production assign to the operator of every





department. Arrange job to be schedule according to their due 

 dates & except for emergency cases. 

PERSONAL INFORMATION:



Date of Birth

:  October 1, 1973


Birth Place

:  Cadiz City, Philippines


Sex:


:  Female


Citizenship

:  Filipino


Civil Status

:  Single


Height


:  5'3"


Religion

:  Catholic

Passport No.

:  P1376210A issued at Philippine Embassy, Dubai, U.A.E
Driving License
:  UAE Valid Driving License
References: Available Upon Request
FANESSA ARBOLEDA LANOTES


Deira, Dubai


Mobile : (055) 320 9383


E-mail : � HYPERLINK "mailto:zeta_1925@yahoo.com" ��zeta_1925@yahoo.com�
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