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· Documentation Controller








· Customer Service Representative for 24/7 Dubai Civil Defense




· Configuration Department for 24/7 Dubai Civil Defense




· Executive Secretary ,Office of CEO
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Nationality: Filipino

Marital Status: Single

Visa Status: 
Employed/ Transferable Visa




OBJECTIVE
________________________________________________________________________

15 years experienced in office administration and management with proven track record of excellent performance in diversified companies. Well trained in coping and dealing with administrative concerns and highly effective in public interaction. A Challenging position whereby my education, experience and potential can be mutually utilized to the best interest of both parties and add more value to my qualifications with proven ability to work with senior management teams to integrate the effective function within the overall business operating strategy. 
SKILLS
 Excellent command of both oral and written English demonstrated through telephone, face to face contact, written reports and correspondence.  Ability to manage time effectively by prioritizing, forward planning and organizing day to day work and projects.  Excellent interpersonal and customer service skills with well-developed listening and observational abilities essential in dealing with staff issues. Strong team player and relates well with people of diverse nationalities and multicultural background.   Good analytical skills developed through producing reports for Management team. Highly self-motivated, conscientious, and has ability to maintain a consistently high standard of work with a good eye for detail. Ability to organized training and meeting.

EXPERIENCE

Pacific Control Systems LLC,  Dubai, UAE


October 2008 – Present
Documentation Controller 













OPENING NEW QUOTATION 

· Receive details from the QS for a new Quotation to be opened

· Assign Quotation number

· Project Information Sheet to be accomplished

· Enter in the Project Tracker
OPENING NEW  ORDER CONFIRMATION 

· Receive a cue from the Engineer in Charge/Marketing for an approved job

· Assign OC number & enter in the Project Tracker
· Retrieve the Q file and converts into OC File 
· Confirm the Engineer in-charged for the project

· Retain a copy to the file of the signed copy of the signed agreement or any document and gives a copy to Stores & original one to Accounts

· Inform the QS Department about the new OC for ERP purposes

INCOMING DOCUMENTS

· Receive inward emails  forwards to corresponding personnel

· Fax, Email & Documents from sites
· Receive inward documents thru fax or snail mails-forwards to corresponding personnel
· Scan the necessary documents 
· gister in the system 

· Forward the documents to respective department’s concerned

OUTGOING DOCUMENTS

· Receives the document(s) need to be faxed
· Fax the documents & register in the log book 

DOCUMENTS
· Receives the document(s) need to be sent outside
·   Inform reception for the available driver and prepares the necessary documents to be sent, receiving copy of  the document as well as location map
· Prepare Document Transmittal Forms for Project submittals & file
STATIONERY REQUISITION/ BROCHURE INVENTORY
· Monitor the quantity of the stationaries maintained on a weekly basis
· Monitor the quantity of the brochures maintained on a weekly basis
· Update the record in the system

· Prepare the request on monthly basis

OTHERS
· Assist in preparation of Submittals & proposals- photocopying & binding
· Assist in preparation and photocopying of weekly reports (projects) for binding
· Assist Executive Secretaries' needs, managers and engineers
· Maintain printers & printer room cleanliness & orderliness 
· Update Technician Daily Tracker & uploads documents given by engineers & sales team for project tracker files

Customer Service Representative for 24/7 Dubai Civil Defense

· Generate the list of OFFLINE sites from the OPM using the INSTALLATION ONLY CONNECTION STATUS report.

· Segregate the sites per area wise i.e. JEBEL ALI, DEIRA, BUR DUBAI

· Send the WARNING LETTER & SAFETY NOTICE to clients via FAX/EMAIL.

· Note in the OPM if Warning Letter was sent.

· Follow up calls for pending connections

· Distribute the list to callers, area wise.

· Refer to the 24x7 ID and double check the status of the site if still OFFLINE.

· Proceed calling the OFFLINE sites if no other team handles the case yet.

· Introduce to client that we are calling from 24x7 Dubai Civil Defense.

· Verify with the client if they have received the WARNING LETTER and follow up if the site is ready.

· Send the list of READY SITES to the site team thru an email and hard copy of the survey

Configuration Department for 24/7 Dubai Civil Defense 
· Configuration for SIM CARS
· Receive the batch of Etisalat SIM card from accounts department assigned for DCD Sites.
· Test the SIM one by one to check if pinging or replying using the DCD APN.
· Get the IP of each SIM and keep in the record for reference.

PREPARATION OF PANELS

· Generates the Paid Customers for the day through OPM using PAID SITES TO CONFIGURE report.
· Checking of how many and what types of panels needed to configure.

· Identifying the next transmitter to be used by pressing the GET NEW PANEL button in the OPM.

· Encoding the needed details i.e. PANEL TYPE, SIM IP, SIM NUMBER, TEMPORARY PANEL LOCATION, TEST DATE & TESTED BY.

· Linking all the information to OPM by pressing TEST, the TEST RESULT must be SUCCESS.

· Discovering and naming of points using the TESTING TAB.

· Generates and prints the I/O summary for technician’s reference.

· Committing of points and SAVE the inputs.

· Create graphics using the GRAPHICS TAB for each transmitter ID and link to each point for alarm class classification

· Enter the configuration and graphics completion date and save the updates.

· Print the sticker indicating the 24x7 ID, Name of Building, and Transmitter ID.

· Get new panel and write details on the box such as, NAME OF COMPANY, 24x7 ID, BUILDING CATEGORY, TRANSMITTER ID, 

· Print the list of configured panels and give to documentation for preparing the survey template.

· Send email to DCD Counter, Site Team Leaders, Installation Team and other supervisors who need the list as their reference.
Executive Secretary, Office of the CEO
· Arranging both in-house and external events

· Arranging lunch or snacks for visitors and informing canteen in advance after Checking with chairman daily if he has any scheduled visitors for lunch

· Arranging meetings, taking minutes and keeping notes;

· Arranging travel and accommodation; booking rooms;

· Create, transcribe and distribute meeting agendas, minutes 

· Devising and maintaining office systems;

· Handle telephone in a very appropriate manner and giving suitable answers to the caller

· Have a full understanding of the projects that’s in the office 

· Liaising with members of staff in other departments or external contacts;

· Maintain the chairman's calendar and meeting schedule

· Maintain the expense sheet of chairman including telephone bills, DEWA bills, Medical Bills, Travel Bills, entertainment bills 

· Maintain proper hard copy and soft copy filing with the subject and the date for the files kept 

· Meet and greet clients and visitors and have their names entered in the dash board by coordinating with the front desk 

· Performing research, planning statistical reports,

· To acquire substantial knowledge of technical terminology and procedures in order to carry out highly specialized work. 

· Organizing and storing paperwork, documents and computer-based information.

· Organize correspondence, keep up the technical library, and search and edit resources used for research papers.

· Performing all clerical duties like printing, faxing, photocopying, filing collecting visiting cards from visitors scanning them and entering them in a data base. 

· Performing research, and distributing information through the use of telephones, mail, and e-mail.

· Prepares correspondence, reports, material for publications and presentations

· recruiting and training junior staff, and delegating work as required;

· Set up accommodation and entertainment arrangements for company visitors

· Set up and coordinate meetings and conferences

· Set up travel arrangements

· Should be very flexible to support Chairman with his requirements without time constraints 

· Sign for UPS / courier etc if its specifically for chairman

· Supervise the staff in the floor and general staff 

· Their tasks include basic organizing of conference calls and scheduling of meetings as well as teaching employees, and directing other clerical staff. 

· Traveling with the team or manager to take notes at meetings, take dictation and provide general assistance with presentations;

· Using a variety of software packages to produce correspondence and documents, and maintain presentations, spreadsheets and databases;

· Using content management systems to maintain and update websites and internal databases;

· Using shorthand and audio tapes or copy typing to produce letters
ACADEMIC QUALIFICATIONS

Bachelor of Science Major in Computer & Information System   


Graduate:   1995 – 1999

Centro Escolar University,  Manila, Philippines
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