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Raymond 
Raymond.171265@2freemail.com 
Objective

To contribute in your organization’s success and to do all assigned works and give all the best of my ability with hospitality and willing to face challenges to enhance my skill.
Personal Data

Birth Date

:
June 27, 1987

Birth Place

:
San Isidro, Nueva Ecija, Philippines

Age

:
26
Height

:
5’5

Status

:
Single

Citizenship

:
Filipino

Religion

:
Christian

Language Spoken
:
English 
Visa Status

:
Residence (ends on 14th November 2013)









Educational Background
College

Seafarers Rating Course

Midway Maritime Foundation Inc.
Cabanatuan City, Philippines

Year 2008
Bachelor of Science and Marine Transportation

Midway Maritime Foundation Inc.

Cabanatuan City, Philippines

Year 2007
High School

T. Ador Dionicio High School

Malapit San Isidro, Nueva Ecija, Philippines
Year 2007
Work Experience
May 2009 to August 2011
-
Secretary





Advanced Agricultural Systems Est.






 Al Ain - U.A.E.
Project



-
Outsourcing Works of Operation, Development





and Maintenance of Public Parks and 






Landscape in Al Ain for the Sector of 






Hili/Qattara.
Responsibilities


-
Assists the Project Manager and Engineers for





all paper works.



-
Preparing Monthly Maintenance Payment.

-
Preparing Monthly Additional Payment.



-
Preparing Correspondence, Quotations, Proposals


-
Preparing Daily Report, Weekly Report.



-
Manages Outgoing/Incoming Project Documents


-
Incoming Calls and Outgoing calls.




-
Preparing Monthly Timesheet of all rental vehicles.


-
Keep all the files in order, Updating Work 




Order Status. 







-
E-Plus ad Diesel Consumptions of all Vehicles and



machineries. 







-
Operate Photocopier, Fax machine and other



Office 
Equipment.

August 2011 to present
-
Archive Clerk










Al Salmeen General Contracting Est.







Al Ain, U.A.E.

Project



-
Rehabilitation of Old Water Networks in Al Ain
Responsibilities

-
Preparing DMA files / DMA logged data.




-
Preparing Correspondence / Emails.





-
Preparing Monthly Report. 






-
Manages Outgoing/Incoming Project Documents.



-
Logging in the computer all the information





pertaining to incoming and outgoing






correspondence. 







-
Checking all the documents before it goes out of




the office.








-
Distribute the Documents to the right destination.



-
Incoming Calls / Outgoing calls

Computer Knowledge
· Computer literate
· Internet browsing
Seminars / Training Attended
March - May 2009

International Computer Driving License




Filipino Association for Computer 

Excellence (FACE)

Hilton Hotel, Al Ain - U.A.E
November 2007

Catering Services




Philippine Nautical Training Institute





Cavite, Philippines 
I hereby declared that the information above is true and correct according to my knowledge and belief.
