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OBJECTIVE

To join a prestigious institution, be a part of a progressive team and contribute to the attainment of the company’s corporate goals by putting into effective use of my knowledge skills and experiences.  

PERSONAL DATA

Age                                 :                        36
Date of Birth                   : 

Mar 19, 1979




Gender                           : 

Male

Civil Status                     : 

Married

Nationality                      : 

Filipino

Religion                          : 

Roman Catholic

Language Spoken          :

English,Tagalog and Nihongo
Visa Status

:

Visit
EDUCATION

College

:

Bachelor of Science in Information Technology
School/University
:

University Of Negros Occidental - Recoletos
Location

:

Bacolod City, Negros Occidental

Date


:

June 1996 - May 2002

High School

:

Negros Occidental High School
Location 

:

Bacolod City, Negros Occidental

Date


:

June 1992 – March 1996

Elementary

:

Education Training Center School I

Location

:

Bacolod City, Negros Occidental

Date


:

June 1986 – March 1992

CAREER HISTORY
Position 
:
Area Supervisor 
Duration
:
October 2012 – September 2014
Company
:
AHQ Earadat Transportation Company  



Damman Saudi Arabia
Job Description:

Supervised the daily operations of assigned area including the dispatch, scheduling, and driver staff,  ensured that the service was provided on a daily basis according to the client expectations, including supply, productivity and efficiency, training, customer service and safety. 
Knowledge and Responsibilities:
• Kingdom of Saudi Arabia’s traffic rules and regulations, pre-trip inspection,      routes and schedules.

• Safety rules and regulations applicable to bus operations including vehicle traffic laws & regulations.

• Exercised tact and sound judgment when responding to operational and customer service issues.

• Maintained proper bus safety and maintenance inspections procedures.

• Established effective working relationships with co-workers, County employees, and employees of other transit agencies.
• Ensured all safety regulations are being observed and all training methods were adequate and effective. 

• Ensured that location was in compliance with both client and company policies and procedures.

• Maintained and managed attendance records for vehicle operators and protection drivers; ensured that the attendance policy is enforced and monitored daily.

• Prepared, verified, and reviewed staff schedules and work records for payroll purposes.
• Responsible in assigning work duties to qualified employees to ensure adequate coverage of all supervisory shifts and assigned routes. 
• Responsible in addressing human resource issues promptly, accordingly and following the principles of progressive discipline where appropriate, emphasizing corrective actions to improve individual performance.

• Ensured that individual customer/passenger concerns are responded to in a manner that includes investigation and follow-up as concerns apply to specific employees.

• Worked with staff and management to develop a proactive approach to operations problems and to foster positive employee relationships and morale.
• Participated in analysis and review of operating alternatives.

• Responsible in monitoring driver’s performance by spot-checking routes and times of various routes.

• Responsible in monitoring system performance through operations reports from scheduling, and dispatch staff.

• Prepared required operating reports for client and management staff.

• Responsible in promoting a safe, reliable, and efficient operating environment.

• Maintained a professional demeanor and appearance providing a consistent example to operations staff.  

Position 
:
Dining Supervisor
Duration
:
November 15, 2010 – January 30, 2012
Company
:
Lilai’s Grill & Resto Bar



Hilado Street, Capitol Shopping, Bacolod City
Job Description:

· Supervised all dining service crew to ensured that customers have an enjoyable dining experience.
· Responsible for taking reservations, welcoming and providing seats for customers.
· Greeted the customers who were entering the establishment and introduce all menus and other promos.
· Maintained neat dining area at all times.
· Prepared various dining operation guidelines and maintained customer satisfaction at all times.
Position 
:
Dispatcher Officer / Checker 
Duration
:
October 6, 2009 – September 30, 2010
Company
:
Discovery Haulers, Inc.




Bredco IV Reclamation Area, Bacolod City

Job Description:

· Responsible in checking of incoming and outgoing cargo and freight shipments in trucking and shipping docks.

· Prepared reports for cargo delivery to loading platform. 
· Prepared reports for incoming and outgoing shipments, Discrepancy/Damages Reports.     

Position 
:           Machine Technician and Electrician
Duration
:
March 3, 2008 - February 27, 2009 
Company
: 
Yaizu Mimatsu, Co. Ltd.

 
4-10-17 Sakaecho, Yaizu City, Shizuoka 425-0027 Japan 

Job Description: 

• Responsible in providing information about facilities, entertainment options, and rules and regulations.
• Responsible in recording details of attendance, sales, receipts, reservations, or repair activities.
• Responsible in monitoring activities to ensure adherence to rules and safety procedures, and arranged for the removal of unruly patrons.
• Responsible in selling of medals (Tokens) and collecting fees from customers.
• Responsible in informing of shut-down and emergency evacuation procedures.
• Responsible in cleaning of amusement equipment, machines, rides, booths, facilities, or grounds.
• Responsible in giving of safety devices for patrons, and providing them with directions for fastening devices.
• Responsible in inspecting equipment to detect wear and damage and perform minor repairs, adjustments or maintenance tasks such as error machines.

Position 
:
 Officer-In-Charge 

Duration
:
 May 5, 2005 - July 10, 2007

Company
:
 YAN-AN Cargo Forwarder, Inc. 

                

 # 107 ABC Bldg., B.S. Aquino Drive, Bacolod City
Job Description:
Responsible in checking of all received cargoes with correct documentation to determine cargo contents were complete. Taking orders from customers and arranged pickup of freight and cargo for delivery to loading platform. Prepared and examined bills of lading to determine shipping charges and tariffs.

Position  
:
 Office Clerk 

Duration
:
 Apr. 11, 2000 - Apr 15, 2005
Company
:
 7ports Cargo Forwarders, Inc. 
 


 Yakal Street, Capitol Shopping, Bacolod City 
Job Description:

• Responsible in checking of all received cargoes with correct documentation to determine cargo contents were complete.
• Responsible in determining method of shipment, and prepared bills of lading, invoices, and other shipping documents. 
• Responsible in preparing receipt vouchers for payment received.
• Responsible in preparing updated monthly customer statements of accounts.
• Responsible in processing credit memos.
• Responsible in updating the customer files with contact information.
• Responsible in encoding of invoices into customer invoicing files.
• Responsible in preparing reports for incoming and outgoing freight shipments and Damages/Discrepancies Reports.
• Responsible in arranging delivery and pick up of freight shipments. 

• Responsible in taking phone calls, enquiries and requests of the customers. 

SKILLS

Driving, Computer Literate/Technician, MS Office, SAP, ORACLE, FOXPro, Peachtree Accounting.
TRAININGS/SEMINARS:

Date   




Topic/Course Title   


Mar 15, 2001- Mar 15, 2001 
Desktop Publishing
University of Negros Occidental-Recoletos, College of Information Technology

L'Fisher Hotel, Bacolod City 


Mar 15, 2001- Mar 15, 2001 
E-Commerce
University of Negros Occidental-Recoletos, College of Information Technology
L'Fisher Hotel, Bacolod City 

Mar 15, 2001- Mar 15, 2001 
Web Page Development
University of Negros Occidental-Recoletos,College of Information Technology
L'Fisher Hotel, Bacolod City

