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Objective 

· To seek a fulfilling position in any related field and to handle a responsibility which further develops interpersonal skills, abilities and experiences, motivated, competent, and trustworthy, willing to be trained and is highly comprehensive and has a great sense of responsibility.
Profile 

Flexible and versatile – able to maintain a sense of humor under pressure. Poised and competent with demonstrated ability to easily transcend cultural differences. Thrive in deadline-driven environments. Excellent team-building skills.

Date of   Birth:


07 March 1981

Place of Birth:


Apacible Memorial Hospital Nasugbu, Batangas

Age:



28

Sex:



Male

Civil Status:


Single

Height:



5 feet and 9 inches 

Citizenship:


Filipino

Languages:


Filipino/English
· With No Objection Certificate (NOC)

· Current Location:

United Arab Emirates
· Current Position:

Laboratory Site Secretary
· Company:


Bodycote Materials and Testing Ltd.

(Reporting to: Laboratory Manager/ Supervisor)
Professional /Working Experience 

Communication: Reports/Presentations/INFORMATION TECHNOLOGY .

Nov 2008-Present

EXOVA  Limited





Abu Dhabi, UAE

(formerly BODYCOTE MATERIALS AND TESTING Ltd.)
  



Laboratory Site Secretary





• Data encoding for a laboratory test results.

• Ensure that routine functions are carried out smoothly and attentively without supervision.
• Inform the Director on daily basis, of the day’s most pressing and serious issues that have to be given priority and solved.
• Take care of paper work, prepare and, design and prepare presentations on behalf of concerned Directorate/Manager/Supervisor. 
• Receptionist and secretarial duties.
• Assist in organizing day-to-day logistics, including scheduling activities and travel.
• Support project activities and assist in preparation of project reports.
• Create and modify documents using Microsoft Office.
• Assist the Project Managers in communication and correspondence with clients.
• Provide technical and administrative support to other staff.
• Download, print, distribute and file e-mail correspondence as appropriate.
• Copy, distribute and fax correspondence, both electronically and in hard copies.
• Maintain rolodex of corporate clients and key contacts.
• Maintain project and corporate files.
• Sort, distribute and assist with incoming mail.
• Perform general secretarial duties like developing efficient filing system
• Maintain and distribute staff weekly schedules.
• Obtain and submit time sheets to the head office. 

• Effective preparation of databases, spreadsheet, power point presentations..
• Other activities/duties as assigned.
Jun 2007-October 2008

AMA- Computer Learning Center

Nasugbu, Batangas,Philippines 





Software Instructor

• Teaching Multi Media Presentation, HTML Web Page Development Design, Turbo C++ Programming Languages, Visual Fox Pro, Visual Basic, Flash MX

• Handling College Students

Jun 2007- Oct 2008

Nasugbu Christian Faith Academy Inc.
Nasugbu, Batangas Philippines




Part-Time Computer Teacher

• Teaching Basic Computer, Microsoft Word, Microsoft Excel, Microsft Powerpoint, Microsoft Publisher, HTML Web page Design, Flash MX.
• Handling High school Student

1st Quarter 2006-2007

Observation and Participation

Nasugbu, Batangas Philippines




Batangas State University-ARASOF Campus

• Handling High school Student

• Teaching Basic Computer and Microsoft Office

Education 

2003-2007
BATANGAS STATE UNIVERSITY


Nasugbu Batangas, Philippines

ARASOF Nasugbu Campus

B.S. Information Technology

w/ 18 units Education Subjects

1997-2001
TECHNOLOGICAL INSTITUTE OF THE PHILS.
Metro Manila, Philippines


363 P. Casal St. Quiapo Mla.

B.S. Computer Engineering

Undergraduate

1993-1997
NASUGBU INSTITUTE



Nasugbu Batangas, Philippines

Nasugbu, Batangas

Secondary Education

1987-1983
Nasugbu West Central School



Nasugbu Batangas, Philippines
Nasugbu, Batangas

Elementary Education

PERSON TO BE CONTACTED IN CASE OF EMERGENCY_____________________________________
I hereby certify that the above details are true and correct to the best of my knowledge, belief and ability.

