Skills :

English Language Literate (all 4 skills)

Computer Literate (Hardware / Software / Server & Networking)

Excellent Keyboarding Skill (60-80 wpm)

Philippines Civil Service Examination – Professional Passer 

Driving (Philippine and KSA license)

IOSH and OSHA certificate holder (UK & US Safety Certification body)
1st Option : Shipping Coordinator, Ports Associate, Logistics, freight forwarding, Safety Officer
2nd Option : HR and Payroll, Administration, Accounts Assistant, various office work

Work Experience:
BAAS International Group, KSA
Support Group - NAVIS (Terminal Operating System)

NAVIS  Terminal Operating System (TOS) Technology
 (provides automation of port operation from manual way of doing things)
-Process container info, release paper of imported vehicle.

2012-Dec 2013
LCL in charge  (Warehouse Supervisor)
· Handles three (3) warehouses for LCL shipment (bulk, chemical, retail/special) 

· Monitors, coordinates with supervisors regarding containers bound for LCL warehouse 

· Checks arrival of containers via Stradle Carrier; ensures safe drop of container

· Analyzes which container to open first, studies exact position of the containers, checks container for dents

· Instruct Forklift Operators to remove Cargo (pallets) from the container and put it in respective warehouse upon arrival of container,

· Assiststhe Chemical Engineer who inspects the chemical warehouse (ie. chemical, food stuff)

· Supervises Saudi Police officer when checking suspected cargo/s and reports to manager

· Supervises two(2) office assistants
· Does Lashing of covered pallets, boxes for dog inspection

· Assists Custom Officer in opening of selected boxes for ocular inspection

· Ensures all inspected cargo are documented properly with company seal, for Invoice preparation

· Supervises cleaners to maintain warehouse orderliness/cleanliness

· Ensures proper lighting of warehouse

· Ensures equipment, vacuum vehicle cleaner, forklifts (10T), tools are properly handled

· Deals with accounts department before signing release paper of cargo

· Deals with safety officers pertaining to safety

· Deals with customs supervisor for the release of the cargo

· Monitors the tally clerk, cargoes collected by the owners

· Checks reports before submitting it to Manager

· Coordinates with department heads which container is already empty (empty container) for pick up

· Ensures warehouse gates are properly closed before leaving duty hours.

NAVIS Equipment Controller

· NAVIS equipment installed to Heavy trucks,straddle carrier, reach stacker
Enabling us to give specific instruction to the Heavy trucks/machine operator which container to pick up and where to load to which truck, where to drop the container in a specific spot of the yard(automation)

Dammam Port (Assistant to Officer-in-Charge)
· Assists port supervisor with document preparation, memos

· Drives co-employees inside the port

· Ensures safety of co employees (port rules reminder, vest, helment, safety shoes)

· Assists workers in tally work, loaded containers going to Riyad via Train

· Helps staff, in encoding container details (wagon info, cargo info) bound to Riyadh (using Navis TOS)

· Deals with customs for the release of container seals,

· Assists laborersin putting seals on the containers loaded to the train wagon

· Records seals number before train dispatch

Dammam Container Yard /  (Train Tally, customs seal and Safety Officer )
· Reports to Yard Supervisor

· Provides tally of empty container (from Riyadh via Train)

· Records arrival, departure time of train

· Helps office staff in recording empty containers (NAVIS TOS)

· Analyzesand segregates containers according to their shipping lines

· Ensures outgoing heavy truck drivers wears safety vest

· Check containers loaded 

· Ensures trucks are properly locked with correct lighting and queueing in line properly

BPO –Philippines
2010-2012

Customer Service Representative/Technical Service Representative – Microsoft / Satellite Radio (US Account) ; Telecommunication (Australia and New Zealand)
· Reports to a Team Leader and/or Operation Manager

· Provides assistance, customer care to clients

· Educate clients via phone (Avaya)

· Handles transaction, closing of sales and online payments of customers in a professional manner
· Do Upselling, and discusses product information with the highest level of customer care

Dena Marine Co. Ltd –KSA 

(DIN EN ISO 9001:2000 CERTIFIED)
February 10, 2006 –Jan 2010
Trucking Coordinator 

· Monitors movements of 21 trailer trucks around KSA &4 trailer trucks traversing outside KSA, entering nearby GCC neighboring countries through a tracking technology (RASTRAC 4.2)

· Communicates and coordinates with drivers for system alerts and verification
· Collects / records / submits driver expenses and mileage reportsof assigned vehicles to GM/CEO (ie. Petrol, Border Fee, food, invoice to the company)

· Coordinates and communicates with  trucking supervisor, concerning drivers and vehicles issues
· Conducts project visits and meeting with drivers for familiarization 

Shipping Coordinator (Dammam Port / Jubail Port)

· Reports to CEO and receives GM instructions as assigned

· Provides husbandry to the ship 
· Communicates with the owner/charterer of the ship for berthing instructions

· Encodes vessel information through TELEX
· Arranges, provides &disseminates information with concerned agency for lightering operations 
· Educates charterers / ship owners as per KSA Port Rules
· Communicates with local establishments for ship’s provision
· Arranges immigration requirements for incoming/outgoing seaman/ship engineer/etc.

· Arranges hotel booking online, customs clearance online (encoding)
· Coordinates with company accountants for ship additional request
· Coordinates with Jubail Port via e-mail, mobile phone, office telephone or TELEX
· Communicate with the Port Manager through TELEX (vessel info)
· Prepares Proforma Disbursement for ships (Accounts activity)
· Deals with courier agents, publishers, auditors, agents, delivery man (for receiving air mails)
· Assists colleagues for the completion of requirements for ISO certification body annual visits and evaluations 

· Organize shipping files in the stock room
· Assists in preparation of Final disbursement (for payments)
· Prepares and sends final invoice to the charter/ ship owner via courier (air mail)

Recruiting Coordinator
· Reports to the Recruiting Supervisor / CEO

· Recruits people in PHL, India, Bangladesh, Indonesia, Nepal, Europe through e-mail

· Shortlists candidates and organizes CVs per position and per project

· Deals with recruitment agencies of each country

· Processes selected applicants’ visa and joining requirements
· Arranges airport pick up and post arrival requirements (ie. ID, Uniform, provisions of flat, food allowance)

· Transacts payments to the agency for workers’ arrival expenses to KSA by wire transfer

· Deals with Philippine Labor Office

· Deals with chamber of commerce for stamping (authentication of business legitimacy)

· Deals with local office (for Arabic translation/)

· Deals with Insurance company (Supervisor Travel)
Administration / Payroll in Charge / Human Resource

· Reports to CEO / GM directly concerning employee issues (ie. loan, complaint, request)
· Submits salary report to  Chief Accountant/GM/ CEO for approval and prepares the salaries manually or by wire transfer
· In charge of the safekeeping of important documents such as passports, cash,  and salaries of the employees

· Streamlines money matters pertaining to employees, analyzesand prepares payroll
· Arranges exit/re-entry visa and air tickets of of employees on vacation or exiting employees

· Provides personal airport assistance and pick up to selected employees

· Arranges leave and end of service benefits 
· Arranges Renewal of IQAMA and work permit

· Addresses employee requests and other employee activities
· Deals with banks concerning employee salaries
· Prepares denomination to be submitted to banks

· Handles employee loans and determines proper deduction

· Analyzes employee increments and submits to GM for approval / rectification

· Prepare Ramadan Bonuses for employees

· Deals with chamber of commerce for authentication stamp

· Deals with Arabic translation agency

Accounts Officer / Overall in charge (pre launching of Dispensary) 
· Directly reports to the CEO
· Deals with automobile companies and medical establishments for purchasing of ambulance, medical supplies

· Does inventory of existing medicines, medical machines, beds and medical supplies 
· Checks and handles Hospital Ergonomics

· Creates profile for the Dispensary

· Checks hospital telecom in the reception
· Handles expenses of the workers

· Collects and  organizes medical procedures and fee for the hospital

· Organizes CVs of doctors, nurses and medical personnel

· Supervise workers of the hospital 
· Coordinates with engineers for hospital improvement (ie. asphalting of hospital parking lot, electrical, adding partition, cement, repainting)

· Coordinates, assists IT engineers setting up network and servers for the hospital

· Arranges Documents and  deals with the Philippine Labor Office for recruitment of Filipino workers (ie. nurses,dentists, etc.)

· Deals with the Chamber of Commerce for stamping of documents

· Supervises arrival of workers, nurses and doctors recruited
· Tasked to ensure the welfare of newly-arrived workers (ie. allowance, flat, etc. )

Additional Tasks Handled:

· Handles company vehicle to transport office workers and those on field work
· Prepares pre-qualification profile of the company (for banks, bidding requirements)
· Prepares bank guarantee and other documents and visits banks to get bank guarantee
· Coordinates with hired officer in charge in handling of company’s transition from Company to Holdings
· 2014 – 2015 venture in Real Estate Property Management
Educational Background:
Tertiary
Our Lord's Grace Montessori School and Colleges (1st year) (2001)

AMA Computer University (2nd year – 4th year)(2002-2006)

Graduated on May 2006,  course: BSIT
Primary & Secondary
Saint Mary's College Philippines

(1992 – 1996) / (1996 – 2001)

Personal Information:
Birthdate: 
8-January 1984  

Height: 
5’7



Blood Type: 
A+
Religion: 
Islam
Weight: 
165 lbs


Civil Status: 
Married
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