MA. CELINA B. NAVERA

10R Greenbelt Parkplace, C. Palanca St.
Legaspi Village, Makati City

Mobile: 09173296985

Email: celine0621@yahoo.com

PROFESSIONAL SKILLS SUMMARY

• Procurement
/Purchasing



• AS400 System/JDE
• Demand Supply Planning



• SAP

* Forecasting/Projection



* Category Management



• Logistics
 




• Business Process
• Supplier Negotiation
 



• Inventory Management

• Vendor Management



• Analysis
• Microsoft Office(Word, Excel and Powerpoint )        • Pricing 
WORK EXPERIENCE

     SENIOR BUYER- FOOD DEPT (Grocery, Confectionery, Beverage and Snacks)
LANDERS SUPERSTORE






Otis, Paco, Manila
August 2015 – Present

· Manage  number of skus and maintain stock /inventory levels for imported and local items
· Ensure with the assistant buyers the ordering process and replenishment of  stocks are on a timely manner following the established week supply
· Review and approve forecasts and projections of regular orders and pricing of skus submitted  by assistant buyer

· Handles ordering of imported items from Europe, Asia, Canada and United States
· Review proforma  invoices, shipping documents and other government required documents of imported suppliers before confirmation of orders

· Coordinate with broker, forwarder and logistics dept on the status and shipping documents  of imported orders 

· Prepare and manage the department’s  implementation of planned programs for the year

· Monitor the department’s monthly sales growth and target , gross margins, pricing and inventory

· Work closely with warehouse managers  on items that needs improvement on displays and sales

· Review , approve and negotiate trade discounts , payment terms and discuss marketing programs with vendors
· Undertake buying trips abroad to attend trade fairs for potential new items

· Review and approve new items submitted by imported and local vendors

· Resolve payment and quality issues with vendors

· Identify and track performances of skus and suggests move out  programs for slow moving and near expiry items
· Submit analysis report pertaining to sku’s performances     when requested by President  and Assistant Vice President for Food

SENIOR BUYER- FOOD DEPT(GROCERY CATEGORY)

SNR MEMBERSHIP SHOPPING






Fort Bonifacio Taguig City, Philippines

August 2014 – January 2015

· Manage  number of skus and maintain stock /inventory levels for imported and local items
· Ensure with the assistant buyers the ordering process and replenishment of  stocks are on a timely manner following the established week supply
· Review and approve forecasts and projections of regular orders and pricing of skus submitted  by assistant buyer

· Prepare and manage the department’s  implementation of planned programs for the year

· Monitor the department’s monthly sales growth and target , gross margins, pricing and inventory

· Work closely with warehouse managers  on items that needs improvement on displays and sales

· Review , approve and negotiate trade discounts , payment terms and discuss marketing programs with vendors
· Undertake buying trips abroad to attend trade fairs for potential new items

· Review and approve new items submitted by imported and local vendors

· Resolve payment and quality issues with vendors

· Identify and track performances of skus and suggests programs for slow moving items

· Submit analysis pertaining to skus performances     when requested by President  and Head Buyer
CATEGORY BUYER-BEVERAGE & GROCERY DEPT
SNR MEMBERSHIP SHOPPING

Fort Bonifacio Taguig City
 August 2013 to July 2014

· Issue purchase orders  for imported items

· Track import orders on timely delivery of goods

· Identifies and recommends new items and submits to buyer for approval

· Negotiate with suppliers on trade discounts and payment terms and discuss marketing programs before submission to Buyer

· Submit forecasts and projections of orders for imported and seasonal items to buyer for approval

· Sources new items thru inquiry from foreign and local vendors and the internet

· Propose necessary programs and markdowns to buyer for those that are low in sales and near expiry items

· Handle allocation/distribution of imported food items from main warehouse to 8 SNR branches

· Visit branches and discusses with operations management on issues and concerns on the food category

· Review reports of major supermarkets prices against SNR’s prices

· Assists assistant buyer in various buying activities

· Sets up prices and new items in the AS400 

ASSISTANT BUYER-BEVERAGE ,CONFECTIONERY & SNACKS

SNR MEMBERSHIP SHOPPING

Fort Bonifacio Taguig City, Philippines

September 2006- August 2013

· Issues purchase orders for local and imported items

· Handle allocation/distribution of imported food items from main warehouse to 6 SNR branches

EXECUTIVE ASSISTANT TO THE HEAD BUYER

PRICESMART PHILIPPINES

Fort Bonifacio, Taguig City

June 2004 to August 2006

· Prepare monthly reports for Headbuyer

· Consolidate  buying team’s daily reports before submission to Head Buyer

· Manage appointments for Headbuyer and other admin duties

MARKETING ASSISTANT

BRISTOL MYERS SQUIBB

Pasong Tamo,Makati City

January 2004 to June 2004

· Coordinate with suppliers in developing promotional materials based on brandmanager’s requirement

· Negotiate and reviews quotation of promo materials

· Respond to inquiries from doctors, medical representative, suppliers and company associates

· Perform secretarial duties to brand managers

EXECUTIVE ASSISTANT TO CHIEF OPERATION OFFICER
ABOITZ CONTAINER SERVICES INC.

May 2003 to June 2003

· Handles inventory and purchasing of office supplies and equipment

· Performs secretarial functions to COO such as preparing reports and arranging travel bookings 

SUPERVISOR, MANAGEMENT SERVICES DEPT.

PRYCE PLANS INC.

JUNE 1997 to May 2003

· Handles submission of reports required by Securities and Exchange Commission

· Prepares reports required by the company’s Actuary

· Computes premium rates for corporate accounts

EDUCATION
 1993 – 1996
Bachelor of Science Degree in Mathematics



Major in Actuarial Science and Statistics



De La Salle University



Taft Avenue, Manila
 1989 – 1993
Secondary Education

                          AQUINAS UNIVERSITY SCIENCE HIGH SCHOOL



Legazpi City, Albay, Philippines


PERSONAL INFORMATION
· Born on June 21, 1976
