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SANTOS

HR & ADMINISTRATION |

REGIONAL SALES & LOGISTICS COORDINATION | TRAINING | TEACHING

PROFILE

Qualified professional with multi-faceted work experience in office administration, human resources management, regional sales and logistics coordination, training

management and course implementation, instruction and student administration. Hold

persistent
drive
in
using

innovative
resources
and

implementing
advanced

technology towards the organizations' growth. Presently seeks future placement with any

progressive organization to utilize gained experience and further enhance administrative, HR, training, and teaching skills.

EDUCATION

MASTER OF SCIENCE IN

COMPUTER SCIENCE

AMA Computer University

Philippines

2002

BACHELOR OF SCIENCE IN

COMPUTER SCIENCE

AMA Computer University

Philippines

1997



WORK EXPERIENCE
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Investments Group

DEPARTMENT ASSISTANT/REGIONAL SALES COORDINATOR

July 2021- Present

DEPARTMENT ASSISTANT

Track and update private and institutional Client Portals.
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Purchase Order processing and approvals such Job Order approvals, Bank Guarantee, supplier payments, and all other Admin and system related approvals.
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Document Control i.e., all ins and outs; safe keeping of electronic soft copies by developing and utilizing filing and retrieval systems to provide accurate historical reference.
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Memo creation/Letters/Organogram/Presentation Support business Unit Heads and their team i.e., HR, Finance, IT, Admin & Logistics matters both for Environmental and Fitness Divisions.

[image: image6.png]


[image: image7.png]



REGIONAL SALES COORDINATOR

Responsible for getting Job Order proper approvals and process before placing order for non-available products with the supply and demand.
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Ensure all the Job Orders are tracked and released for delivery on time suing Oracle System.

[image: image9.png]



Prepare Logistics documentation whenever required to be done with proper costing.
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Support Sales Team in quotation, specifications, and registrations.
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Mechanical Engineering Consultancies

HR & ADMINISTRATIVE OFFICER

November 2016-July 2021

ADMINISTRATION

Manage all incoming and outgoing correspondence and enquiries and sending prompt replies.
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Procurement of stationery, business cards and all office collaterals. Liaising with external vendors and suppliers.
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Provide letters, documents or any records requested by the PRO for visa processing and ensure all visas are processed on time. Thorough on all visa requirements.
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Designed electronic file systems and maintained electronic and paper records.
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Organizing parties, staff functions, seminars, trainings, and another event as required. Manage staff welfare activities as decided by the management.
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Ensure all insurances are applied for, renewed or initiated as required.
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Make booking for travel, hotel accommodation etc. and following up to ensure no issues arise.
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In charge of maintaining all company licenses, registrations, court papers, sponsorship details and any other legal authority requirements.
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          SANTOS

HR & ADMINISTRATION | REGIONAL SALES & LOGISTICS COORDINATION | TRAINING | TEACHING

Al Hassani Bldg, Tecom,

+971 504753686
Santos-25119@gulfjobseeker.com 
PERSONAL INFO

NATIONALITY

Filipino

DATE OF BIRTH

18th June 1977

MARITAL STATUS

Married

VISA STATUS

Employment Visa

LANGUAGES

English and Tagalog

STRENGTHS

15+ years of progressive work experience

Excellent Administration, Teaching and Training Skills

Tact to deal with people from diverse background


Keep all membership with professional bodies like - ASHRAE, BCA, EBBC, EHS, etc. subscriptions updated at all times.
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In charge of ISO documentation and implementation in coordination with the Management. Prepared ISO manual, policies and procedures, objectives, forms, and etc. complying to the requirements of ISO 9001:2015 (Quality Management System), ISO 14001:2015 (Environmental Management System), ISO 50001:2018 (Energy Management System), ISO 22301:2012 (Business Continuity Management System) standards. Plan and conducts Internal Audit of the organization to asses conformance of all departments. Prepares Audit reports for the Management Review Meeting.
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Prepare company pre-qualification documents, fee proposals and send replies to RFQ's from Clients. Provide documentation and printing support to all Engineers during submittals, tenders, or for any other requirements.
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Maintains database of all projects of the company including project technical details, site progress pictures, NOCs, etc. Keeping track of project status with Engineers assigned and initiating new project forms and documents.
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Coordination for marketing- including booking of stalls, preparation of collaterals, giveaways, brochure, website, etc.
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Troubleshoot and provide solutions to basic IT issues in the office. In charge of IT Audit sheet and keep track of all IT assets hardware and software along with other assets. Ensure only licensed software are being used in the company. Ensure data backup is done regularly.
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Coordinate events for company CSR activities in coordination with tied up NGOs,
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HR

Manage an effective employee recruitment program, keeping in mind the cost, job descriptions and person specifications, preparing job adverts, checking application forms, short listing, interviewing, reference checks and selecting candidates.
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Prepare employment offer letters of selected staff and completed their mandatory documentation requirement.
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Prepare Salary Certificates/Salary transfer letters, NOC's for visa travel as well as for driving license,
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employments letters and circulars/memos, increment/promotion letters, experience certificate, etc. as per the requirement of the employees and management.

Administration of HR protocols, performance evaluations, disciplinary procedures as well as staff orientation and training.
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Maintain employee personnel files and to ensure adherence to Labor Law. Maintain complete employee database manually and electronically.
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Administrate annual leaves, leave salary and necessary travel arrangements/travel allowance. Prepare Employee manual.
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      SANTOS

HR & ADMINISTRATION | REGIONAL SALES & LOGISTICS COORDINATION | TRAINING | TEACHING

Team oriented with

excellent coordination

skills

Highly perseverant with a Can-Do attitude

Strong experience in Regional Sales and Logistics Coordination in the Fitness equipment industry

Qualified trainer with

strong IT Background

Strong Organizational and Interpersonal skills

IT SKILLS

Well versed with Windows Operating Systems, Programming Languages (JAVA, C, C++, VISUAL BASIC), Scripting Languages (JAVASCRIPT, VB SCRIPT), Website Development

Knowledge with networking principles and applications

Proficient with MS Office Suite, E-mail Applications, and Web Search


Porcellan Co. LLC

HR & ADMINISTRATIVE OFFICER

June 2013-September 2016

ADMINISTRATION

Assisted the Administration Manager in performing managerial tasks such as planning, budgeting, staffing, evaluating personnel, organizing, supervising and research.

[image: image37.png]



Prepared documents and spreadsheets, developed presentations, and maintained computer files, directories, and databases.
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Managed the administration procurement requirements (office furniture, equipment, pantry, items, vehicles, etc.) by using the SAP System within the budget and authority level allocated.
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Ensured that all travel requirements (invitation letters, visas, tickets, and hotels) of Company top management, staff and executives are completed and all other obligations for visitors are observed and prepared. Facilitated travel for emergency deployments of staff and employee.
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Ensured staff travel is cost-efficient and complies with internal and external regulations by implementing cost saving measures through negotiation with travel service provider, arrangement of the most economic route and appropriate itinerary.
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Maintained and updated hard copy trip files for all travel, including review and preparation for annual audit.
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Maintained relationships and developed networks with relevant partners, including airlines, agencies, and hotels. When appropriate, contacting embassies and representations on relevant visa issues.
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Organized conferences, meetings, and exhibitions for the Company.
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Taken initiative in manager's absence to brief higher authorities with messages and information's of urgent nature for action.

[image: image45.png]



Managed the registration/renewal/accident claims of company vehicle.
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Reports daily to the Administration Manager on various business goals/work targets accomplished.
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HR

Coordinated staffing programs including external sourcing, employee referral, advertising and others that may be appropriate.
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Pre-screened applications and conducted initial interview of qualified applicants and administered testing programs.
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Referred qualified applicants to requesting department managers/heads for interview on job specifications.
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Coordinated deployment process with agencies until arrival of hired employee on site.
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Organized travel and lodging for selected management overseas applicants at company expense during the initial interview process in the country.
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         SANTOS

HR & ADMINISTRATION | REGIONAL SALES & LOGISTICS COORDINATION | TRAINING | TEACHING

PROFESSIONAL

DEVELOPMENT

INTERNATIONAL CAREGIVER COURSE

Filipino Institute

Dubai, UAE

PROFESSIONAL SECRETARIAL & ADMINISTRATION SKILLS Spearhead Training

Dubai, UAE

JAVA PHASE II TRAINING MOBILE APPLICATION DEVELOPMENT AND JAVA INTRODUCTION TO PROGRAMMING 1 & 2 PLUS DATABASE STRUCTURES

Sun Microsystems Philippines,

Inc.

Manila, Philippines

MS OFFICE USER SPECIALIST TRAIN THE TRAINER

AMA Education System-Global Educational Services Manila, Philippines


Al Khaleej Sugar Co. LLC

HR & ADMINISTRATION ASSISTANT

March 2010-June 2013

Performed administrative duties and routine clerical works such as photocopying, manual and electronic filling, handling telephone calls, attending to suppliers, preparing correspondence, keeping records and logs and other similar jobs.
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Prepared documents and spreadsheets, developed presentations, and maintained computer files, directories and databases and other relevant software programs or corporate functions and for manager's referral.
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Managed the availability and record of the office items. Organized and planned for annual conferences, exhibits and company picnics in coordination with the concerned persons.
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Managed the MD and family's business and leisure travel itineraries including visa arrangement, air ticket, hotel and entertainment arrangements and other travel obligations for company executives and staff.
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Coordinated teamwork, follow-up with employees on pending assignments and delegated tasks to ensure progress to deadlines, dealt with difficult situations and solve problems.
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Arranged essential mail in priority action order for Reporting Manager. Researched. drafted, or abstracted reports as and when required on the directives of Manager. Maintained calendar; ascertained which events require Manager's presence.
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Managed the petty cash flow of the department.
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Business and Technology Education Centre Computer Systems

IT INSTRUCTOR/ACADEMIC COORDINATOR/ CEO SECRETARY

June 2008-October 2009

Instructed students on various subjects covering ICDL, IT Application Software, Software Application Usage, ICT in Business, Computer Architecture, Array data Structures, Event Driven Programming, Professional Issues in Computing, Structured Programming, System Analysis and Design plus Object Oriented Programming.
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Developed lesson plan and identified method of presentation to encourage student's participation on discussion which may include slide presentations as well as hands-on training.
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Served as Assistant Centre Coordinator of major awarding bodies such as Scottish Qualification Authority, Cambridge International University, British Computer Society, City & Guild London, and Al Hosn University Abu Dhabi.
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Handled Administrative duties and clerical works such as handling telephone calls, attending to walk-ins, preparing correspondence, updating the database, filing all confidential documents and other similar jobs.
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        SANTOS

HR & ADMINISTRATION | REGIONAL SALES & LOGISTICS COORDINATION | TRAINING | TEACHING

PROFESSIONAL

DEVELOPMENT

MCP TRAINING: WINDOWS 2000 SERVER, RESEARCH CAPABILITY; BUILDING WORKSHOP, WEB PAGE DEVELOPMENT USING JAVA 2, MACROMEDIA DREAMWEAVER 4, INTRALEARN TRAINING PROGRAM, WIRELESS APPLICATION PROTOCOL, MACROMEDIA FLASH 5 AMA Computer University Manila, Philippines

SEMINAR ON "ENHANCING COMMUNICATION SKILLS IN ENGLISH OF TECHNICAL TEACHERS OF COLLEGES & UNIVERSITIES IN THE NCR Philippines Association of University Women Manila, Philippines

CONDUCTED SEMINARS ON ICARNEGI COURSES FACULTY TRAINING, WEB PAGE DESIGN AND DEVELOPMENT-HTML & FRONT PAGE 2000 AND MS OFFICE 2000

Manila, Philippines


Contributed in securing students for the institute by sending faxes or e-mails to different companies. Involved in accounting transactions by preparing receipt vouchers, depositing collections, and auditing petty cash.
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Contribute to teaching and learning of students through design, preparation, and development of module teaching materials; delivery of modules such as lectures, seminars, tutorials-coaching methods; and
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assessing modules effectiveness through assignments/examination papers.

AMA Computer University

IT INSTRUCTOR/AREA COORDINATOR

July 2004-April 2008

Imparted knowledge to students on different computer science subjects such as C and C++ Languages, Visual Basics. Related Database and Management Systems, Methods and Research, Design project, Data Structures, Operating System, Microsoft Office and others.
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Collaborated with the College Dean in developing course offering for the college every trimester of the school year.
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Effectively managed the faculty scheduling systems within the department; appraised performance of the teaching staff and put forth remarks to the Dean.
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Coordinated correspondence, memos, reports, e-mails, and fax messages as instructed by the Dean.
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AMA Computer University

TRAINING MANAGER/MASTER TRAINER

January 1999-2004

Worked alongside with Training Director in implementing licensed courses from Camegie Mellon University. Pennsylvania to univeristy branches across the country.
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Organized and held "Train the Trainers" workshop on courses offered to Deans, Program Heads, and Faculty members employed at different branches of the University Nationwide.
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Developed training modules and materials for presentation during the training workshops conducted. Oversaw the up-to-date information at e -learning portal of the university by uploading online learning modules.
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Provided administrative support to the Training Director. Duties performed include checking, distributing and filing of all correspondences plus other records.
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by
R feedback@gulfjobseeker.com
HR CONSULTANT WhatsApp +971504753686 / +971505657275

Human Resource, Management, Market Research & IT Consultancy.
Web Portal | Public Networking Service | Digital Marketing | Web Design

Job Posting | Recruitment | Website Design | Digital &-Marketing | 150 Certification
OV Writing | CV Distribution | CV Highlight | Video CV | Certificate Attestation | Visit Visa

International
Organization for
Standardization

www.Fimcuae.com

We can help generate Business Enauiries  We can help you get 5O Certfication
for your company Services & Products. Mansgement Consulting Services
Zero Advance Fezs Experts from your Industry avaiable
Pay our commission once you receive your  Consulfation on Implementing Systems
payments from leads generated by us.  Assistance on Expired Certficates Avaleble

Impression Management Constltancy _ First Impression Professional Services.
Post Box No 44062, Dubal Office No 203, Shree Balaj Heights, C.G. Road,
United Arab Emirates. Ahmedabad, Gujarat, India





