Block 41 Lot 5 Phase 2, Deca Homes Indangan



Buhangin, Davao City, Philippines




Telephone No. 00966-8812222 Ext. 4524

Mobile No. 00966537319170
E-mail add: owen_simeon76@yahoo.com
OWEN VALLEJOS SIMEON

Summary of Qualifications

*
Thoroughly experienced in all aspects of office administration including record keeping, filing, scheduling, and planning.




*
Developed interpersonal skills; good mediation abilities.




*
Function well both independently and as a team member.

*
Adapt easily to new concepts; adept at handling multiple responsibilities.




*
Extensive experience in a multi-tasking job.




*
Trained in basic computer skills.




*
Efficient and well-organized.

Work Experiences



October 22, 2011 – Present (Directly hired by Eastern Province Cement Company. 

September 17, 2008 – October 21, 2011 (Hired by Seder Group Manpower Contracting supplied to Eastern Province Cement Company). 

EASTERN PROVINCE CEMENT COMPANY




(One of the leading cement manufacturer in the Kingdom)



P.O. Box 4536 King Fahad Road, Dammam, Saudi Arabia 31412



Designation

:
Expediter/Procurement Assistant 








Purchasing Department
Job Descriptions
:

· Coordinate all activities related to the Document Control procedure, including technical documents, drawings, contracts and commercial correspondence. 

· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable 

· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability. 

· Input document data into the standard registers ensuring that the information is accurate and up to date.

· Prepare and manage correspondence, reports and documents related to purchasing.

· Communicate verbally and in writing to answer inquiries and provide information.

· Register qualified suppliers in the system.

· Prepare and monitors Work and Service Order contracts.

· Prepares comparative computation and analysis to various contractors for cement plant site assignments.
· Authorize to amend PR from one purchaser to the designated purchaser as per item category.
· Authorize to receive materials from suppliers to be delivered to cement plant site-Warehouse.
· Implement and maintain office systems.

· Maintain schedules and calendars.

· Arrange and confirm appointments.

· Organize external and internal events.

· Handle incoming/outgoing mail from cement plant.

· Set up work procedures.

· Set up and maintain filing systems.

· Assist Local & Foreign Purchasers in the inquiry purchasing processes.
April 01, 2006 – August 24, 2008



PEARL FARM BEACH RESORT 



(World Class Beach Resort & Sister Company of Anflocor Group of


Companies)




Kaputian, Island Garden City of Samal,




Davao City, Philippines




Designation

:
Inventory Analyst




Job Description

:

· Orders all inventory items in every Department and the central Warehouse.
· Reviews re-order activity and back-order reports for accurate stock level requirements.

· Updates and maintains approved specifications and inventory descriptions. 

· Identifies inventory re-stocking requirements, makes order quantity decisions, and submits purchase requests for approval.

· Works closely with central purchasing on procurement of items.

· Monitors orders for adherence to quoted lead times, prices and product specifications.

· Receives ordered items from suppliers and inspect to assure quantity and quality of items received in compliance with the order specifications.

· Input stock items into computer and storing items in the assigned locations in or around the warehouse.

· Physically counts inventory items to verify accuracy on a regular basis.

· Prepares Monthly Inventory Summary Report.s
· Coordinates, monitors and assist in the sale of surplus and scrap inventory including verifying scraps, pick-ups, processing payments and invoices and assisting with the city’s surplus auction.

Reason for leave
:
To be able to experience and work



in Saudi Arabia.

September 01, 2002 – March 15, 2006




SOUTHERN FRESH PRODUCTS, INC.

(owned by Anflocor & Del Monte Fresh Produce Philippines, Inc. –Fresh Pineapple Export)






Anflocor Corporate Center, Damosa Complex,




Lanang, Davao City, Philippines



Designation

:
Accounting Assistant  - Cash / Sales 
 
& Budget. 



Job Description

:

· Performs any combination of following calculating, posting and verifying duties to obtain financial data for use in maintaining accounting records.

· Complies and sorts documents such as invoices, delivery receipts and checks substantiating business transactions.
· Maintains and controls all depreciated assets.

· Verifies and posts details of business transactions such as sales received for the day and disbursement, 
· Computes and records charges, refunds, cost of lost or damaged goods, freight charges, rentals and similar items.

· Performs Cash and Bank Reconciliation.

· Designated to assist in the preparation of payroll particularly in the computation of government related deductions namely: SSS, PhilHealth and taxes.

Reason for leave
:
Recommended to be assigned in the 





sister company.




July 2000 – July 2002




COPYLANDIA OFFICE SYSTEMS CORPORATION




J.P. Laurel Avenue, Davao City (Davao City Branch)




Designation

:
Sales Officer




March 13, 1999 – July 05, 2000




THE ROYAL MANDAYA HOTEL




Palma Gil Street, Davao City, Philippines




Designation

:
Executive Assistant to the President

Educations

College



1995 – May 22, 1999




UNIVERSITY OF MINDANAO




Bolton Street, Davao City, Philippines




Bachelor of Science in Accountancy




*
Silver Medalist – Academic Exellence (1995-1996)




*
Special class student




*
STAP scholar




*
Business Manager-DSG (1995-1996)




*
Member of JPIA, RCYC, & UMSSG

October 20, 2003 – May 07, 2004




GLOBALCARE FOUNDATION FOR LIFELONG LEARNING, Inc.




9th Avenue, Caloocan City, Philippines




Caregiver




*
Awarded as 4th Outstanding caregiver.

*
Attended and passed the First Aid Training duly conducted by the Philippine National Red Cross-Caloocan City, Philippines Chapter.

*
Attended and passed the Basic Life Support (Adult CPR) Training duly conducted by the Philippine National Red Cross-Caloocan City, Philippines Chapter.

*
Attended the Medical Mission Activity duly conducted by our Caregiver Training Institution.

*
Successfully completed the 240 hours on-the-job training at the Hope General Hospital in accordance with the provision of Technical Education and Skills Development Authority (TESDA).




Secondary




1990 – 1994




DAVAO CITY NATIONAL HIGH SCHOOL




F. Torres Street, Davao City, Philippines




Primary




1984 – 1990




HOLY SPIRIT SCHOOL




Tagbilaran City, Bohol, Philippines

Age


44 years old

Birthdate

December 16, 1976
Father


Mr. Bibiano J. Simeon (deceased)

Mother


Mrs. Nieves V. Simeon (deceased)

