· Gulfjobseeker CV No: 113118
To interview this candidate call 971505905010

Or email us back filled up Vacancy Form

         http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
Objective:
To be part of a company that entrust me an interesting and challenging position that will fully maximize my potential and expertise for further professional and personal growth.
Education/Achievement/Training
· Bachelor of Arts in Communication
· Top the Business Process Outsourcing (BPO) Online Examination

· 2014 Civil Service Passer (Professional/ 2nd level Eligibility)

· High School, Most Outstanding Performer 

· Consistent Honor Student, Salutatorian

· Training on Field Reporting, Disk Jockey, News Writing
· Basic Training for Marine/Seaman 
· Expert knowledge in MS-Office Word, Imaging, Excel, Power Point Presentation and Basic Photo/ Audio/ Video Editing 
Work Experiences:
Organization:
  Sutherland Global Services- Clark Pampanga Philippines
Tenure:
  June 2014 – Aug 2014 
Designation:
  Customer Service Representative 

Duties/Responsibilities:
· Answer/ assist incoming calls from customers.

· Serves customers by providing product and service information.
· Assisting on their online purchase and inquiries.
· Handling issues and resolving them.
· Extending further assistance thru correspondence via chat or email

· Administer the status of the customer’s order.
· Communicate with parties involve in the transaction (i.e bank, courier, third-party sellers, etc) for the convenience of the customer.
· Suggest/ promotes products.
· Contributes to team effort by accomplishing related results as needed.
Organization:
 Al-Suwaiket Support Services
Saipem Taqa Al-Rushaid Company (STAR)

Saudi Aramco- Offshore Gas Project Division, KSA
Tenure:
June 2012- December 2013
Designation:
Document Controller / Admin Staff
Duties/Responsibilities:
· Responsible for documents in aspect of issue, revision, sending, dispatching, distribution, filing latest revision, distribution and disposition of the project documents.
· Ensure proper storage of documents in both electronic and hard copy formats.
· Administers maintenance document control system and administration of Company's procedural documentation in compliance with good manufacturing practices.
· Responsible for administering the current policy change control process and will significantly contribute to evaluation, alignment and automation of processes as part of common efforts to standardized operations.
· Preparing control log and update all incoming and outgoing documents and file in proper location for quick access.
· Ensure accurate input and proper filing and record keeping as per office guidelines.
· Prepare the circulation list for the received documents and distribute to all concerned project engineers.
· Ensure that all correspondence and reports are process in timely manner.
· Ensure that standard office practices and routines are functioning efficiently and effectively on an ongoing basis. 
· Assist Project Engineers to coordinate any document control concerns.
· Interfaces with document control personnel between the various offices and site.
· Other miscellaneous office routine works.
In general, the job of document controller is to register and distribute documentation produced by the team, to assist the project information management lead in developing, implementing and maintaining the document control process throughout the project.
Organization:
 Laus Group of Companies


Central Luzon Broadcasting Companies



Radio World (RW) 95.1 FM
Tenure: 
November 2011- March 2012 
Designation: 
Production / Traffic Assistant and Disc Jockey 

Duties/Responsibilities:
· Preparing of Daily Program Logs used for monitoring of the commercials for airing.
· Conceptualizing proposed radio commercials
· Writing scripts and producing radio advertisements.
· Organizing and trafficking the advertisers contract duration through the assistance of Marketing Department.
· Preparing needed paraphernalia's for on air programs (such as news reports, text messages from listeners, topics and public service announcements).
· News Announcer.
· Disc Jockey: On air reading of comments and text messages from listeners, playing their requested songs, giving advices and other talk if necessary.
Personal Information: 

Date of Birth: June 12, 1990

Nationality: Filipino

Marital Status: Single
Interest: Travelling, Listening Music, Net Surfing, Interacting with people

Interpersonal Skills: Good team player, Quick learner, Like to work in multinational environment, Strong analytical skills, Able to communicate clearly and effectively with individuals at all levels.

