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CAREER OBJECTIVE
To explore opportunities where my capabilities can be utilized, to gain exposure in varied job responsibilities where my skills can be enriched and be able to contribute in prompt and unique service to the best of my knowledge and ability.
QUALIFICATIONS / SKILLS
· Computer literate using Windows 2000-XP and MS Office 
(like MS Word, MS Excel, MS PowerPoint, MS Publisher, Internet Explorer and other basic software) 
· Knowledgeable using Advance Adobe Photoshop CS5 
· Basic knowledge using AutoCAD 
· Knowledgeable using Photo Frame Studio 
· Basic knowledge using Corel Draw X5 
· Knowledgeable in EJARI Online Application 
· Knowledgeable using DSR / Oqood Online 
WORK EXPERIENCES
May 22, 2014 - Present (Inox Arabia FZC – Al Quoz Industrial 3, Dubai UAE)
Project Staff cum Drawing Document Controller and Admin Staff

Basic Responsibility:
· May prepare requests for reproduction of documents. 
· Confers with document originators or engineering liaison personnel to resolve discrepancies and compiles required changes to documents. 
· Examines documents, such as blueprints, drawings, change orders, and specifications to verify completeness and accuracy of data. 
· Compiles and maintains control records and related files to release blueprints and drawings. 
· Maintains an established data distribution system for the project based on client, project, department, and supplier requirements 
· Control and issue of project records and ensure that project records are accurate and complete 
· Assist the CEO doing the Calculations for Materials and components in specific project. 
· Reading and interpreting engineered construction drawings 
· Manage correspondence between all project principles using various communication Implement document control strategies established by project requirements 
· Sending communications to Architectural Department regarding drawings. 
· Receive all incoming emails and provide immediate answer to the clients 
· Reporting to immediate supervisor and CEO from time to time 
· Manage emails for Collections and reports as requested on daily basis 
· Manage all office filing, storage solutions and office tidiness 
· Maintains related files. 
· Updates competitor database by inputting data from field sales; compiling, consolidating, formatting. 
· Assists the Marketing Coordinator time to time, LPO, quotations and PO’s update from Clients. 
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February 2014 – May 5, 2014 (Tiger Properties – Dubai Marina, Dubai UAE)
Office Administrator cum Secretary

Basic Responsibility:
· Responsible for keeping files such as Title deeds, Affection plans and Contracts 
· Responsible in preparing property contracts either for Sold or Tenancy 
· Responsible in assisting clients for the Transferring of Ownership 
· Responsible in making EJARI application via online registration 
· Responsible in arranging DSR request or application for NOC 
· Handling all Clients contacts and listings of available / occupied units 
· Handling all project contracts and permit files for Parking / Towers 
· Receive all incoming emails and provide immediate answer to the clients 
· Manage emails for Collections and reports as requested on daily basis 
· Manage all office filing, storage solutions and office tidiness 
· Meeting the deadlines and prioritizing tasks as required by supervisor 
· Assigned for checking webmail and forwarding of emails to designated persons 
· Communicates with the brokers if needed for ongoing transactions 
· Reporting to immediate supervisor and CEO from time to time 
November 2011 - December 2013 (Tres Ajja’s Art Work – Santa Rosa Laguna, Philippines)
Marketing Executive / Graphic Artist cum Secretary Basic Responsibility:
· Handling duties as Receptionist, Marketing via online or Personal as needed 
· Responsible in assisting clients and taking orders from time to time 
· Act as first point of contact for any clients and suppliers visiting the office 
· Dealing with queries and complaints via on telephone, by e-mail or in person 
· Arranging meetings and communicates on behalf of managing partners to all clients and suppliers 
· Manage all office filing, storage solutions and office tidiness on daily basis 
· Prepare correspondence as needed on whatever purpose it may serve on behalf of the company 
· Meeting the deadlines and prioritizing tasks as required by immediate supervisor 
· Checking all items and prepare the bills / receipt sales invoice for every clients order 
· Act as a runner if necessary to buy some stocks from outside suppliers 
· Receive all incoming and outgoing emails for clients and suppliers 
· Prepare quotations as per requested by the client via email or phone enquiry 
· Responsible for bookkeeping of records, sales and expenses inside the store 
· Responsible for daily inventory of stocks and necessary daily reports 
· Responsible for troubleshooting of IT issues; strong PC skills 
· Responsible for the editing of Rush ID’s and lay-outing of design requested by client for specific event 
· Responsible in cutting of vinyl sticker for the shirt personalization via cutter plotter machine 
· Prepare and responsible for the mug press, ID’s and souvenirs ordered by the clients 
May 2011 - October 2011 (Amkor Technology Philippines – Muntinlupa City, Philippines)
On-the-Job-Trainee (IE Department - Layout Section)

Basic Responsibility:
· Weekly updating on assign area, in production, offices and ACAD Design Department 
· Responsible for survey, providing estimated costs, timing and constraints to be considered for the project. 
· Responsible in supervising contractor during the construction phase to ensure all requirements are carried out and the project is completed based in the timeline of the specific project 
· Prepares correspondence, send and receive faxes, photocopying some documents as required 
· Maintains files updating and assisting the supervisor inside the designated office / department 
· Study operations sequence, material flow, functional statements and project information to determine the worker functions and responsibilities 
· Performs other duties as assigned by the other supervisor from time to time. 
June 2009 – June 2010 (Rizal Technological University – Mandaluyong City, Philippines)
Student Assistant (IES Secretary)

Basic Responsibility:
· Responsible for time keeping of all Professors schedules (part / full timer) pertaining to handled subjects per department 
· In-charge to all incoming and outgoing calls most especially for enquiries and follow-ups of all student records from the administration department 
· Prepares the correspondence and memorandum, send and receive faxes, photocopy of some documents as required for filing 
· Check all the daily reports, letters and documents which to be forwarded/hand-over in the Registrar Office or concerned person 
· Maintains updated files and assisting the supervisors inside the office / department 
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	EDUCATIONAL ATTAINMENT

	COLLEGE
	:
	RIZAL TECHNOLOGICAL UNIVERSITY (2013)

	COURSE
	:
	Bachelor of Science in Industrial Engineering

	
	
	Boni Avenue, Mandaluyong City, Philippines

	
	
	SEMINARS ATTENDED / ACHIEVEMENTS

	DECEMBER 12, 2009
	:
	Language of Business Finance

	MARCH 6, 2010
	:
	Developing a Winning Attitude

	
	
	COMPANY VISITS AND LECTURE ATTENDANCE


MARCH 31, 2009 MARCH 31, 2009 APRIL 2, 2009 APRIL 2, 2009


· Phil. Economic Zone Authority: QUALITECH DELTA PHILS.CORP 
· SS Venture International, Inc. 
· Baguio Sewage Treatment Plant Processes 
· Narda’s Handoven Arts and Crafts 
I hereby confirm all information given above is true and correct to the best of my knowledge and belief. I hope my qualifications and experiences meet with your approval and will be given the opportunity to work in your esteemed company. For any further details you might require, please do not hesitate to contact me on the above mentioned and I shall attend for an interview at any time.
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