[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




Whats app  Mobile:+971504753686

 Gulfjobseeker.com CV No:259886

E-mail: gulfjobseeker@gmail.com
CAREER OBJECTIVE
To obtain a position as an active employee in a growing, reputable company where I can contribute my experience, positive atmosphere and look forward to continu0us training and job rotation to improve the company and myself.

EMPLOYMENT HISTORY
Administrator / HR

Oricon L.L.C

April 2015 – December 2015
· Answering and directing calls and emails, handling inquiries from the public and providing information related to the company.
· Maintaining HR records of all employees at the Company (Create and maintain employee’s personnel files / controlling full employee’s documentation).

· Managing and updating document control system to ensure that all documents are properly recorded and maintained, information are transmitted and responded to, approvals or non-approvals are recorded and communicated.
· Handling and preparing Quotations, BOQ and expenses for the company projects as coordinated for the Engineering Department.
· Devising all printed out documents/drawings from Auto CAD files and operates scanner machines.
Office Assistant

Bakertilly Just and Fair Consultancy

November 2014 – March 2015
· Devising and maintaining office systems, to operate office machine such as scanners, photocopier and communicate with the clients and employees.

· Handling different types of calls, international calls and transferring call to designated calls department.
· Greet and assist clients in courteous manner.

· Preparing business proposal, requirements and policy depending on location of the company clients.
Account Specialist

Bank of the Philippines Island – Head Office
August 2012 – October 24, 2014

· Entertains different types of calls and emails from BPI clients.

· Process transaction on credit card, online banking and other inquires regarding cards.

· Analyzing data and reports, coordinating to team internal sales about their scheduled caravan (project basis).

· Handling database server and ensure are all encoded/ back up the credit value chain application, system scoring application including Credit Investigation (CI) reports.
Product Development Specialist

Eastern Telecommunication

July 2011 – July 2012

· Managing the prompt and efficient delivery, implementation and installation to client internal system such as network access, equipment, corporate applications and troubleshooting

· Participate in the conceptualization and articulation of research initiative of the marketing.

· Technical review of product or solutions proposal for suppliers and partners in coordination with engineering group.

· Review of recommendations related to technical solutions to clients.

· Identification of enhancements to existing product features and packages.

Office Support Associate

BDO Unibank Inc.

January 2011 – June 2011

· Handling emails (Lotus Notes) coming from all the BDO branches of Trust & Funds Management System of the company.

· Managing day to day operation of the company like editing correspondence, reports and maintaining files and records are in order.
TRAININGS ATTENDED
On The Job Training – 200 HOURS

DPWH – BRS (TECHNICAL SERVICES)

Data Encoder / Tech Support

April 2008 – May 2008

Computer Hardware Servicing NCII - Training

Passed the TESDA NCII Assessment Exam

STI College – Munoz Edsa

June 2009 – August 2009
· Actual training of computer systems and PC troubleshooting
· Perform testing of new or upgrades of operating systems

· Training in networking concepts including client-server, firewall, network security, network protocols.
EDUCATION
Bachelor of Science in Information Technology

June 2005 – May 2009

STI College – Munoz - The College of Computer and Information Technology

SKILLS PROFILE
Computer Skills – MS Office Application, Office function such as Lotus Notes, email, internet savvy, Social Media application, intermediate level in Adobe Photoshop, After Effects and other Graphics application.
Knowledgeable in diagnose and troubleshoot computer systems and networking.
Customer-oriented and has superior conflict resolution skills.
Ability to multitask, fast learner, adaptive and responsive to other people needs.

