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WORK EXPERIENCES:

HYUNDAI SAMSUNG JOINT VENTURE

Emirates Nuclear Energy Corporation
Barakah, Ruwais, Abu Dhabi, U.A.E.
Document Controller (HSE Permit-To-Work Department)

June 2014 up to present
Job Description:

· Responsible to collect hard copy documents and input data in the system (NCIS) as per the established procedures and ensure that records are captured and managed.

· Responsible to update open, expired, closed permit weekly.

· Responsible to monitor blank form permits such as Cold Work, Hot Work associated permit Working at Height, Electrical, Excavation Confined Space & Radiography.

· Direct sending weekly report to our main contractor (ENEC)

· Provide in-house technical support such computer peripherals and network problem.
· Responsible to update our Daily Timesheet Record in site area.
· Monitoring of PTW supply inventory
· To update data in JHA registry.
· Coordinate all activities related to the Document Control procedure
· Maintain updated records of all approved documents.

· Maintain the files and control logs as required by subcontractor.

SPARTAN MINING AND DEVELOPMENT CORP.

4/F Ramon Magsaysay Center 

1680 Roxas Boulevard, Malate Manila

IT Specialist

(June 2012 – June 2014)

Job Description:

Primarily responsible for providing information technology systems and infrastructure to all employees of the Company. Established IT policies governing security, asset management, and usage. Created inventory monitoring system covering all office equipment. Interfaced with 3rd party providers for internet/email access and connectivity, and for the installation, maintenance, and user training on Accounting software. Drives safety and security in the workplace thru the installation and configuration of security equipment (e.g. IP security cameras, proximity door lock, etc.), and ensures compliance to established safety and security procedures

DIGITAL PARADISE INC. 

(Netopia Internet Café – Mall of Asia/Robinson Manila)
Unit 606 Centerpoint Bldg,

Julia Vargas Ave., Cor. Garnet St.,

Ortigas Center, Pasig City, Phils.
Head Computer Technician/Graphic Designer
(October 2006 – June 2012)
FALCON CREDIT CORPORATION


3/F Insular Life Building

Arellano Street, Dagupan City

Pangasinan, Phils.
Encoder /Computer Technician
(June 2004 – August 2006)

EUROSOFT INTEGRATED SYSTEMS


#29 Arellano Street, Dagupan City

Pangasinan, Phils.
IT Staff (Layouter/Technician/Encoder)
(September 1999 – February 2004)

Job Description
· Responsible to perform IT technical service delivery role including support of desktops, servers, and networks. 
· To Implement IT solutions both hardware and software to users in the program. 
· Responsible to perform problem isolation and resolution for user IT issues. Implement and support Windows XP and Windows 7 desktop environment, Windows 2003 servers, Video Teleconferencing, LAN-WAN infrastructure
· Responsible to identify and isolate technical issues and initiate action as appropriate. 
· Responsible to analyze installation and problem management performance data to increase quality and reduce variation and rework. Document and deploy technical processes and procedures. Collaborate with service providers, technical design teams, peer organizations to satisfy IT requirements.

· Responsible for the repair and maintenance of printers, monitors, scanners and hardware. 

· Troubleshoot, diagnose, and repair various operating systems: Windows 9x, Windows 2000, Windows XP, Windows Vista, Windows 7 & 8.
· Troubleshoot, diagnose, and repair desktop applications, such as Word Excel, PowerPoint, Outlook, Access, and Internet Explorer
· Set up and install workstations, printers and peripherals, configuring for the network as appropriate.

· HDD Cloning

· To Perform Bandwidth monitoring regularly.

· Provided assistance at the in-house helpdesk providing technical support by phone and in person to the facilities staff. 

· Responsible for loading new software and systems on existing equipment. 

· Tested systems to ensure the elimination of bugs or viruses. 

· Responsible for performing troubleshooting activities prior to the implementation of new systems.

· Install or download computer applications 

· Computer and Equipment Inventory Updates

· Netopia Trouble Ticketing System (NETTS) update/reporting

· Downtime Coordination (DSL, Aircon…etc)

· Wallpaper/Permanent Banner Ads and Other PC Updates

· Authorized to approve pullout form of computers and equipments

· Designs advertisements, newsletters, logos, brochures and other printed or computerized media

· Create designs, concepts, and sample layouts based on knowledge of layout principles and esthetic design concepts.

· Review final layouts and suggest improvements as needed.

· Prepare notes and instructions for workers who assemble and prepare final layouts for printing.

· Photograph layouts, using camera, to make layout prints for supervisors or clients.
· Customer Service Assistance (printing, scanning, burning, typesetting etc.)
ON-THE-JOB TRAINING:
EUROSOFT INTEGRATED SYSTEMS


#29 Arellano Street, Dagupan City

Pangasinan, Phils.

240 HOURS OJT

September 2, 1999 – September 8, 1999

SPECIAL SKILLS/ABILITIES:

Knowledge of:

· Computer system technology, including troubleshooting equipment, software, procedures, and applications

· Graphic design and layout

· Adobe Photoshop, Illustrator, Corel Application
· Basic on Microsoft Visual Basic

· MS Office Software applications

· Windows Application (Windows XP, Vista, Windows 7 & 8) 

· Basic on Redhat, Solaris & Linux

· Personal computer and workgroup server operating systems

· Network operating system environment

· TCP/IP LAN environments and internet work technology

· All computer applications and hardware related to performance of the essential functions of the job.
Skill in:

· Speed typing up to 75 wpm

· Installing, configuring, connecting and testing hardware and software products within the network

· Performing component level repairs on personal computer hardware, components and peripherals

· One-on-one tutorial (MS Office Application)

· Using the internet

· Analyzing and resolving hardware and software problems

Working Conditions:

· Work is performed in a normal office environment with little exposure to outdoor temperatures or dirt and dust.

EDUCATIONAL ATTAINMENT:

Tertiary


COMPUTRONIX COLLEGE
Course


Computer Technician

Arellano Street, Dagupan City

Pangasinan, Philippines

Secondary


SAN JACINTO NATIONAL HIGH SCHOOL
Guibel, San Jacinto,

Pangasinan, Philippines

Primary


SAN JOSE ELEMENTARY SCHOOL

San Jose, San Jacinto,

Pangasinan, Philippines

PERSONAL INFORMATION:

Date of Birth

:
January 6, 1982
Height


:
5’11”
Weight


:
170 lbs.
Place of Birth

:
Dagupan City



Civil Status


:
Married





Citizenship


:
Filipino

Religion


:
Iglesia Ni Cristo[image: image2.jpg]



