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	OBJECTIVE
	
	Experienced professional in the field of Banking and Procurement with a goal to obtain a challenging leadership position and offer strategic sourcing processes while aiming to develop lean management skills to help a company achieve optimum utilization of its resources and maximize profits. Relocation desirable.

	Compétences and core qualifications
	
	· Languages Spoken: English, Filipino, Hiligaynon, and French (Elementary) 
· I have the ability to prioritize and multi-task while still exhibiting good judgment and poise in a somewhat fast-paced environment
· I possess strong critical thinking skills; the ability to analyze a problem and formulate solutions based upon sound financial and ethical principles
· I provide attention to detail, quality and accuracy
· I am keen to establish and maintain a positive and professional working relationship with all individuals
· I have excellent customer service attitude, communication skills, and interpersonal skills
· I possess solid Microsoft Office skills and other computer applications i.e. Quickbooks, SAP, Bankway Browser, and Finacle Banking System

	Professional experience
	
	Procurement and Materiel Assistant – March 2018 – Present
Government of Canada – Embassy of Canada in the Philippines
Job highlights :
Effectively carried out strategic plans and implementation of various procurement processes
Kept contracting documents up-to-date and developed an improved filing system for easier access to key information 
Drafted several RFPs for various solicitation initiatives
Successfully launched a newly implemented inventory management system
Ensured that invoices and payments are processed in a timely manner
Proactively and continuously made efforts in reaching out to old and new suppliers to maximize cost reduction and savings 
Negotiated with vendors and suppliers on matters relating to a particular source package that does not align with the organization’s procurement policy
Participated in supplier bid evaluations on both small-scale and large-scale contracts
Handled a petty cash for the mission
Serving as part of the emergency response team for the mission

Foreign Currency Deposit Unit / Loans Assistant – December 2013 – March 2018
Branch Operations Assistant – February 2013 – December 2013
Chinabanking Corporation – Manila, Philippines
Job highlights:
Provided excellent retail financial services to all clients 
Gained superior breadth of experience in banking and cash management
Created an inventory spreadsheet to effectively track and maintain continuous flow of consumable supplies
Acquired experience in drafting Loan Letter Agreements
Ensured that invoices and payments are processed in a timely manner
Generated investment sales for our insurance partner company
Handled all customer complaints and issues with high professional courtesy.
Organized work-related social activities that promotes greater unity and solidarity among the employees
Awarded as the top non-managerial referrer on insurance sales

Accounts Payable and Procurement Assistant – April 2012 – December 2012
Eva Care Management and Consultancy Inc. – Manila, Philippines
Job highlights :
Ensured that invoices and payments are processed in a timely manner
Procured medical supplies for two hospices based in Los Angeles, California
Prepared regular budget and expense reports for management review
Exhibited keen attention to details when auditing receipts submitted for reimbursements

	Education
	
	Bachelor of Science Major in Management Accounting
University of St. La Salle
2008 - 2012

Secondary Education
Negros Occidental Science High School
2004 – 2008
With full government scholarship
Awarded as Top 6 in a Regional Science Fair for a research study

Primary Education
Jack and Jill School
2004 - 1995

	essential trainings and courses attended
	
	· Introduction to Project Management
· Cost Management in the Automotive Supply Chain
· Bank Security
· Negotiable Instruments Law
· First Aid Training
· Active Shooter Training
· Handling Customer Complaints Workshop
· Contract Management Masterclass – CIPS
· Fundamentals of Information Management
· Microsoft 365 Learning
· Procurement Fundamentals
· Green Procurement
· [bookmark: _GoBack]Materiel Management 
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