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PERSONAL OBJECTIVES
 “To be able to relate the knowledge learned from Business Management course; to impart my capability and develop it towards the accomplishment of company’s objectives.”


WORKED EXPERIENCED

· Administrative (Purchasing/Sales Staff) 
(Abaker Industrial & Investment Co. – Printing Company)

· Start : May 2015 up to present- SAP-ERP software
· Review purchasing agreements(PO against Invoice) with Suppliers and maintain open lines of communications with those Suppliers
· Develop an active process for measuring supply inventory and determining purchasing needs based on quarterly and annual numbers
· Stay up to date with industry trends and establish long-term purchasing arrangements with vendors when it is beneficial to the company
· Compare product deliveries with issued purchase orders and contact vendors when there are discrepancies
· Arrangement of required documents for the custom clearance etc.
· Duties position supports a sales department exclusively. Assist sales staff/ Representative based in Job orders and process P.O's. Additional responsibilities are processing expense reports, coordinating the submission of proposals, planning meetings, tracking sales progress, troubleshooting minor technical problems, maintaining department database records. Fielding telephone calls, receiving and directing visitors, word processing, creating spread sheets and presentations, and filing. 


· Document Control Supervisor (Zaid Al-Hussain and Brothers Group—Contracting Dept. under the supervision of Royal Commission of Jubail)- From July 12,2012 to July 22,2014.

· Name of Project : Development of Parks in Jalmudah District

Job Description:
· Coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial correspondence.
· Input document data into the standard registers ensuring that the information is accurate and up to date.
· Generate the various document control reports as required.
· Typing of site documents, and follow up of all the site needs
· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable
· Maintain updated records of all approved documents and drawings and their distribution clearly
· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability.
· Maintain the files and control logs as required by the project.
 
· Prepare final invoice package containing draft and final invoices for all billable projects, including all applicable backup for approval by the Accounting Supervisor.
· Research any unbilled issues to optimize the billing possibilities for the billing period.


· Secretary (Manager of Riyadh Zoo, Riyadh, Saudi Arabia

Start: May 2012 to June 2012

· Develop and maintain financial bases, computer software systems and manual filing systems.
· Assisting my immediate director in connection with my discipline of knowledge.
· Other duties as assigned.

· Brand Specialist
Wilcon Builders Depot ( Cole Pacific Inc.) 634-8387 loc.118

Start: July-Dec.2011

Job description:

· Holding up accounts of branded products.
· Monitoring the daily and monthly sales of the handled products
· Supervising and monitoring the whole section and all the consignor 
· Product and their respective promodiser or merchandise personnel
· Monitoring the Monthly Inventories, preparing sales invoice and 
Responsible to contact the suppliers

· Eurotel Las Piñas Hotel
Position: Hotel Staff
July 10-Dec.30 2010

Job description:

· Supervising the incoming and outgoing calls of inquirers
· Responsible for scheduling and Bookings of interested customers.
· Monitoring the status of Hotels guests who check in and out on their 
· Respective rooms





· Nissan Mantrade Corporation
On the Job Training
Assigned: Distribution Department

Job description:

· Documentation works and others
· Preparing their daily sales sheet
· Verification of receiving and releasing of items   


EDUCATIONAL BACKGROUND 

· Cavite State University 

Bachelor of Science in Business Management 
Major in Marketing 
2007-2011 


· Cavite State University 

Certificate in Computer Management Information System 
2007-2011 

TRAINING & SEMINARS ATTENDED

· TRAINORS TECHNOLOGY INTERNATIONAL INC.

Philippine Embassy/P01,0-0WWA - Accredited Community Partner (ACP)
Registration Si Recognition No. RY-No. 149-11 Series of 2011
Prince Turki Road Ntdahter Dist. Riyadh, Kingdom of Saudi Arabia
Republic of the Philippines - Securities and Exchange Commission (SEC)
Registration no.: CN201009724
www.trainors.ph
March 2013
Contro number : 1310302512286
	
	Primavera6 Training- Project planning and scheduling provides project and program management software for the Architecture, Engineering and Construction industry. Focused on project portfolio management, or PPM, Primavera solutions let user’s measure progress, assure governance, improve team collaboration and prioritize project investments and resources.

· WIWAG Business Week, Business Simulation Seminar, Sponsored by Eye Foundation Inc., in Cooperation with Holcim Phils. Inc., 

Cavite State University 
S.M Rolle Hall 
February 7-11 2011 


· PRO-FICIENCY: Professionalism and Efficiency 

Max’s Balibago Sta. Rosa Laguna 
February 15, 2011 

· GENERATION G: Generosity 

Polytechnic University of the Philippines (PUP) 
Sta. Mesa Manila 
February 18, 2011 

SKILLS 

· SAP-ERP software
· Primavera (P6) basic Project Planning and scheduling 
· Basic AutoCAD Design
·  3D max/Sketch up 3D
· Extensive knowledge in MS Office (Word, Power Point and Spread Sheet)
· Highly detail oriented and organized in work 
· Ability to meet assigned deadlines. 
· Ability to undertake the job under pressure 
· Excellent communication and interpersonal skills with a customer service focus 
· Ability to work cooperatively and collaboratively with all levels of employees, management, and external agencies to maximize performance, creativity 


PERSONAL INFORMATION

· Birth Date: February 23, 1990
· Birth Place:Tandang Sora,Q.C
· Hometown: Plaridel Baybay City , Leyte
· Age:27
· Religion: Roman Catholic
· Nationality: Filipino
· Status: Single

SUMMARY
Creative problem solver who works well with people, eager to take challenges and innovation and long to impart my professional skills to serve as one of the key contributor to the success of the company.





CHARACTER REFFERENCE

	No.
	NAME
	OCCUPATION 
	CONTACT NO.

	1
	Mr. Adolfo Manuel
	CvSU Professor/Dean
	09175877437

	2
	Mr. Roy Labatan 
	Wilcon Supervisor
	09185896821

	3
	Mr. Ricardo Estrada
	Quality Control Manager
	09472651290/0550037017


	
									






									NORGIE DE ASIS



Note: I solemnly declare that all the above information to the best of my knowledge and belief.



image1.jpg
doh

DE ASIS,NORGIE B.





