TALICTIC
Dubai, U.A.E.




                                                     
E-mail:  ltalictic.150565@2freemail.com 

CAREER OBJECTIVE

To be able to utilize and enhance my knowledge with the task assigned to me and to provide effective, efficient and flexible services in contribution to the company’s growth and profitability.
SUMMARY OF SKILLS
· Considerable knowledge of Microsoft Office Suite & Project Management Tools including Aconex System 
· Hardware, Software, Operating System, Network installation and troubleshooting

· Basic knowledge of AutoCAD

· Proficient in written and oral communication
· Acknowledged for maintaining an effective filing & document management system
· Ability to coordinate, delegate, schedule and prioritize tasks
· Outstanding analytical and decision making skills
· Works accurately and multi-task in a timely manner
· Good interpersonal skills 
WORK EXPERIENCES

TYCO FIRE & SECURITY UAE LLC
ABU DHABI, U.A.E.

A leading engineering, contracting and service company delivering totally integrated fire, security and telecommunications solutions throughout the Middle East. 
Position: Project Assistant
             Security Department

  November 2013 – January 2017
Projects handled: Louvre Museum Project, Saadiyat Island Abu Dhabi 
               ADIB HQ, Abu Dhabi
Duties and Responsibilities:
· Provides administrative support to the Project Manager and the Technical team
· Coordinates the day to day activities of the project
· Manages Aconex, a Project Management System
· Liaises with suppliers, main and sub-contractors 
· Ensures compliance of employees’ visa, medical, insurance and all other legislated requirements
· Monitors incoming & outgoing documents which include Shop Drawings, Material Submittal, Method Statements, Reports, Letters, and O&M Manual for Security Systems
· Ensures that all correspondence are promptly distributed to the team
· Prepares Material Submittal, Methods statements, O&M Manual and Request for Information
· Ensures strict implementation and compliance of Employment Practices Policy (EPP) 
RED SEA INTERNATIONAL

DUBAI, U.A.E.
A construction company that renders quality turn-key housing solutions in commercial and residential applications to distinguished companies.
Position: Administrative Assistant cum IT Support Assistant


                                       

             February 2010 – October 2013
Duties and Responsibilities:
Administrative Assistant

· Provides administrative support to the General Manager and the Technical team

· Arranges the General Manager’s travel plans and meetings
· Assists in the preparation of project proposals which include technical specification and costing
· Administers comprehensive documentation control services for the technical department

· Coordinates all activities related to document control procedure, including technical documents, records, and commercial correspondence
· Updates database system with accurate technical and administrative information 
· Produces various document control reports as required
· Ensures that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable
IT Support Assistant

· Installs and configures computer hardware, operating system and applications
· Troubleshoots system and network problem 
· Analyzes and solves hardware/software fault
AIR PHILIPPINES CORPORATION
PASAY CITY, PHILIPPINES
The second largest domestic airline carrier in the Philippines 
Position: IT Support Assistant
             Management Information Systems (MIS) Department                                       
             February 2005 – December 2009
Duties and Responsibilities:
· Assists the Senior Assistant Vice President (SAVP) in the budget preparation and cost monitoring
· Installs, assembles and configures computers
· Troubleshoots computer system problems which include hardware, software, email, network, internet, and peripherals

· Monitors network infrastructure and peripherals such as printers, scanners and other related hardware

· Maintains an inventory of the company’s computer equipment and peripherals, hardware and  software specifications 

· Evaluates request of users for network, software and hardware upgrading and acquisitions
· Handles desktop administration

· Liaise with vendors and internet service providers
· Monitors the schedule and deployment of MIS staff
EDUCATION

Bachelor of Science in Information Technology
Notre Dame of Marbel University, Philippines
June 2000 - March 2004  
PERSONAL INFORMATION
· Age


:
33 Yrs. Old
· Gender

  
:        
Male

· Civil Status

:
Single

· Nationality

:
Filipino

· Languages spoken
:
English, Tagalog
· Visa Status

:
Visit Visa
· Driver’s License

:
Valid UAE License for light vehicle[image: image1.png]
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