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CAREER OBJECTIVES:
Dedicated, pro-active and self-motivated individual with strong technical and analytical abilities who is focused on the exceptional delivery of quality service. Aiming for a challenging position and career growth that will enable me to utilize my skills effectively and contribute my knowledge and expertise, capitalized on my current strengths and capabilities and evolve to the next professional level.
SUMMARY OF QUALIFICATIONS AND COMPETENCIES
Seven (7) years U.A.E experience
With Valid UAE Driving License (LMV)
QUALIFICATIONS:
Team player, hardworking, can meet deadlines and functions well under pressure.
Has a deep understanding and professionalism. Highly motivated towards goal achievement, eager to learn and open for further development.
SKILLS:

Highly organized and flexible.

Ability to multitask with limited supervision 
Positive oriented and willingness to learn

Excellent oral and written communication skills.

Knowledge in Microsoft Word, Excel, Powerpoint, Outlook
WORK EXPERIENCES:
Senior Admin Assistant Drydocks World-Dubai LLC Jumeira 1, Beach Road, Dubai
September 2011 – Present (4 years)
Duties and Responsibilities:

Dealing with clients BP Shipping, Shell International, Saudi Aramco, Vela International, ADNATCO-NGSCO, National Drilling Co., NYK-Line, etc.

Handling e-mail accounts of Drydocks World Dubai and filter, distributes to each concern Department.

Performs a wide variety of clerical work including typing material from rough draft copy, downloading files from ftp site, yousendit, dropbox, etc.

Answers inquiries involving routine departmental procedures, activities and functions. 
Marginal notes, verbal instruction, or transcribing machine recordings.

Operates personal computers and related equipment and inputs data. 
Prepares and tracks purchase orders.
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
Sorts, indexes and files materials alphabetically, numerically and by other predetermined categories.

Prepares acknowledgements and replies from form letters.

Troubleshoot various office equipments, computer, printer, scanner, etc.
Clerk / Admin Assistant Drydocks World-Dubai Jumeira 1, Beach Rd, Dubai
June 4, 2008 – September 2011(3 years)
Duties and Responsibilities:

Performs a wide variety of clerical work including typing material from rough draft copy, downloading files from ftp site, yousendit, dropbox, etc.

Answers inquiries involving routine departmental procedures, activities and functions. 
Marginal notes, verbal instruction, or transcribing machine recordings.

Operates personal computers and related equipment and inputs data. Prepares and tracks purchase orders.

Sorts, indexes and files materials alphabetically, numerically and by other predetermined categories.

Prepares acknowledgements and replies from form letters.

Troubleshoot various office equipments, computer, printer, scanner, etc.
Technician
Accton Technology Corporation Hsinchu City, Taiwan
February 8, 2006 – February 8, 2008 (3 years)
Duties and Responsibilities:

Repair & Troubleshooting wireless HUB Model Type HP, Alcatel, Symbols 
Configuring the HUB

Testing the quality of the HUB 
Network Testing
Senior Clerk
Mathetics Review & Consultancy Center Co. Asturias St., Sampaloc, Manila, Philippines March 4, 2004 – October 30, 2005
Duties and Responsibilities:

Encoding the Licensure Examination for Teachers

Organizing the Tutorials and Consultancy of the Students 
Drafts responses for general correspondence

Takes minutes and notes at meetings 
Generates Reports
Admin Staff
University of Sto. Tomas España, Manila, Philippines
April 10, 2003 - February 15, 2004
Duties and Responsibilities: 
Encoding

Checking the attendance of the Faculty Members 
Assisting the Computer Laboratory

Generates Reports
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EDUCATIONAL BACKGROUND:
Bachelor of Science in Computer Science Nova Computer College
Edsa - Muños, Quezon City, Philippines June 1998 - March 2002
Award Received: Loyalty Award
SEMINAR ATTENDED:
Leadership Trainee Teaching Pedagogy
Total Quality Management Microsoft Word/Excel

September 25, 2007 November 29, 2005 September 10, 2003 2000
January 23, 2002
PERSONAL DATA:
Nationality Sex Birthday Birth Place Civil Status Religion Visa Status


: Filipino : Male
: September 29, 1981
: San Jose, Occidental Mindoro, Philippines : Married
: Catholic
: Employment Visa
References:
Available upon request.
