RICK JAMES BERWYN R. RUIZ

#152, M.H. Del Pilar Street, Brgy 29, Sto Tomas, Laoag City, Ilocos Norte, 2900, Philippines, 
Email: rjbrrz13@gmail.com                                                           Mobile: (+63) 9164455064

CAREER OBJECTIVE

To be gainfully employed in a successful business environment that would best utilize my skills and full capabilities. I am also interested in joining a team environment where my views and opinions can be heard for the better of the group and the task at hand. I am looking for an opportunity to work with a company that will be able to harness my skills and enhance my knowledge and become an asset to the institution.

WORK EXPERIENCES	

SMSA Express 						July 2014 – April 2021
Riyadh, Kingdom of Saudi Arabia				Inventory Specialist

Responsible for records keeping, filing system, tracking system, status log, documentation, communications transmittal, and distribution.
Responsible for preparation of annual supplies status report generated by computer.
Responsible for receiving and issuance of company supplies and fixed assets delivery.
Responsible for company operational supplies, stockpile, and issuance.
Track, maintain, locate, and account for all company property and assets, such as materials, furniture, equipment, tools, and other electronic gadgets.   
Assigned company property control number for all newly delivered property and assets and update system records.
Assign stock numbers for all newly delivered properties, materials, and supplies that are not listed in the company list of supplies.
Prepare documentation and paperwork for all the incoming and delivered items, such as Receiving Report Form (PRF) and Store Requisition and Issue Slip Form (SRIF).
Ensure that the incoming or delivered items by buyers and vendors are in compliance with the  end-user’s requested qualities.
Interface with various sections, departments, and regions.
Maintain and updates files in the inventory system.
Assists the Manager-Inventory as necessary, in pursuing and accomplishing the tasks assigned to the office.

SMSA Express / Federal Express (FedEx)			April 2013 – July 2014
Riyadh, Kingdom of Saudi Arabia				Inventory Clerk

Compiles and maintains records of quantity, type, and value of material, equipment, merchandise, or supplies stocked in the establishment, count material, equipment, merchandise, or supplies in stock, and posts total to inventory records, manually or using the computer.
Compares inventories to office records or computes figures from records, such as sales orders, production records, or purchase invoices to obtain current inventory.
Receive supplies from the supplier and make reports about the items being delivered.
Responsible for removing obsolete equipment from service and preparing it for disposal or sale.
Prepares report to be given to the finance department for the payment of the supplies.
Compares inventories to office records or computes figures from records, such as sales orders, production records, or purchase invoices to obtain current inventory.
Releasing physical supplies and updating records in the Oracle System.

SMSA Express / Federal Express (FedEx)		 	July 2009 – March 2013
Riyadh, Kingdom of Saudi Arabia				Retail Sales Executive

Customer service 
Checking and sorting out passports from US Embassy before forwarding them to the warehouse. 
Filter all international transactions and supporting documents from all retail branches in Central Region.
Receive and deliver hold shipments and update details in Oracle System.
Responsible for calling and sending text messages to the recipient.
Deliver hold packages to the recipient with accurate records.
Making daily sales report.
Accurate filling of company files for audit purposes.
Respond to all calls and answer e-mails.
Made retail supplies request with a proper inventory.
Coordinate with other departments (operations) supervisors or managers by means of telephone and E-mails.
Achieve targets given by Regional Manager, Operation Manager, and National Manager.
Maintain cleanliness of the branch.
Safeguarding company assets and equipment.

Fort Ilocandia Resort Hotel					October 2007 – January 2008
Receptionist and Guest Attendant				Loaog City, Ilocos Norte

Customer service
Fulfill all reasonable requests from guests to ensure their comfort, satisfaction, and safety 
Deal with all the inquiries in person, on the telephone, or via e-mail
Administer all reservations, cancellations, and no-shows, in line with the policy
Conduct regular security checks throughout the day and report any security issues to the line manager
Provide reports, as required, for housekeepers and management


SKILLS


· Knowledge of Oracle E-Business Suite  
· Knowledge of Basic Autocad
· Knowledge of Microsoft Office Software – Microsoft Word, Excel and etc.
· Drives Forklift
· Knowledge of CCTV Installation  
· Knowledge of computer repair and program installation
· Knowledge of car repairs and diagnostic 

SEMINARS AND TRAINING ATTENDED

Environment Health & Safety Awareness			April 11, 2019
[bookmark: _GoBack]Basic AutoCAD						February 22, 2013, to May 17, 2013
SMSA Guide Awareness Training				September 23, 2010
SMSA Strategic Workshop					June 20, 2010
SMSA Four Point Leads to the Future Seminar		June 19, 2010
Package Acceptance Training Course			May 4 – 6, 2009

EDUCATIONAL ATTAINMENT

COLLEGE 	
Associate in Computer Hardware Technician 
DATA Center College, Laoag City, Ilocos Norte (2004 – 2006) 			
Bachelor of Science in Computer Engineering
National University, Manila Philippines (2000-2002) Undergraduate

						
I hereby state that all of the information is true and correct.



								___________________________
 RICK JAMES BERWYN R. RUIZ
       Applicant	
