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Objective:  Seeking a challenging position in a progressive organization that offers a job opportunity for advancement and where my skills can be employed, developed and improved in the position you think I may fit in your company.
QUALIFICATION HIGHLIGHTS

Computer Literate performer with extensive software proficiency (MS word, MS excel, MS outlook, MS power point), Windows app & Adobe Acrobat
Knowledgeable in Online Project Management (ACONEX) 
Knowledgeable in CGMs (Oil & Gas industry) and MACOLA ES (Accounting Software)
Excellent Interpersonal skills such as telephony, communication and writing, active listening and customer-care
Resourceful team player who excels at building trusting relationships with superiors and colleagues
Highly motivated self-starter who takes initiative with minimal supervision
Ability to multi-task and adapt to changes quickly 

Goal Driven, Detail-oriented and has a Positive Attitude
EMPLOYMENT HISTORY

January 2, 2012 –                                          Document Controller/Data Entry Assistant
November 30, 2015



       Cougar Drilling Solutions Global DMCC
Cougar Drilling Solutions works on designing, manufacturing and delivering downhole drilling tools, services and solutions to oil companies around the world
  
   Jumeirah Lakes Tower, Dubai
Duties and Responsibilities:
· Accounts Payable 
· Review all accounts payable batches and monthly reports for validity, accuracy, and completeness and releasing the batches for payment 

· Prepare/Maintain pre-authorize payments monthly, cheques and associated reports or as required.
· Control and maintain supplier selection standards
· Respond to suppliers/vendors inquiries
· Accounts Receivable
· Keep track and process accounts and incoming payments in compliance with financial policies and procedures
· Monitor customer account details for non-payments, delayed payments, and other  irregularities
· Maintain and distribute accurate listing/reports of overdue accounts to respective Branch Managers in a weekly basis
· Refer overdue accounts to Finance Manager for adjustments, write- off or collections.
· Payroll

· Process and issue employee paychecks and statements of earnings and deductions

· Maintains and update payroll information related to expenses reports, insurance coverage, job title and salary increment
· Provides payroll information by answering questions and requests but protects payroll operations by keeping information confidential
· Journal Entries/ Cash Flow  
- Day to day recording/posting of entries in the system (Macola) and Weekly Monitoring of Cash Flow template as required 
· General Office Support / HR related
· Processing, maintaining and filing documentation relating to personnel activities such as Vacation Leaves, Employee Master List, Medical Insurance, and Performance Evaluations etc.
· Monitoring and preparing payments for Company and Personal Bills (Dewa, DU and Etisalat)
· Assist with telephone coverage during the lunch break and staff absences.
April 24, 2008 –

Document Controller

December 30, 2011



Japan Turkey Metro Joint Venture
OBAYASHI – KAJIMA – YAPI – MERKEZI
   
Dubai Metro Rail Project (Red & Green Line Phase)
The main contractor of the Dubai Metro Rail Project, the world’s longest fully automated High-speed train Service extending over 75 km connecting all major parts of Dubai with Elevated and Underground stations built in world class quality.
Al Qusais Depot Site, Dubai
Duties and Responsibilities:

Handling Method Statement, RFI’s, Structural Calculation, FCRs, Shop Drawings (including As built), Meeting Minutes & O&M Manual; 
· Control and register all incoming/outgoing documents and correspondence.
· Maintaining all documents related to project or any designated subject including technical data, engineering drawings etc within a well defined manner for maintenance & retrieval purposes;
· Develop and maintain site documentation filing system.

· Uploading attachments such as letters, drawings, memos, daily reports, transmittal, etc. using ACONEX for reference and distribution;

· Circulating and ensuring original documents and correspondence are properly signed and stamped prior to dispatch;

· Providing the services for documentation that are received & transmitted externally/internally by all departments, are accurately registered, numbered, distributed, controlled and filed.

· Create and maintain hard and electronic copies of technical documentation.
· Ensuring that the latest revision of controlled documents is available for use of all concerned.

· Document coordination between departments namely Subcontractors, Consultant - The Engineers (Systra/Parsons), Designer (Atkins) QAQC and Design Section
· Performs other related duties and functions as may be required from time to time.
September 25, 2007 –



Document Controller

March 13, 2008



  
Al- Attar Properties
Al Attar Properties is a subsidiary of one of the U.A.E’s most prominent and successful business groups and holding companies-the Al Attar Group of Companies and became the company of choice in the arena of Freehold real estate companies





         

Sheikh Zayed Road, Dubai
Duties and Responsibilities:

· Accurately process and record all technical documentation
· Coordinates and organize all the faxes, emails, and phone numbers to be submitted
· Assuring accurate records of all documentations, and managing the change control process in both the electronic systems and standalone copies
· Updating the filing system and maintaining all the documents like inquiries, quotation, letter of intents in electronics and physical filing
· To ensure complete and orderly technical and contractual records throughout the various phases of the work.
· To ensure that large volumes of documentation are processed and ultimately archived in an efficient fully traceable manner
· Performing and coordinating office administrative activities (filing, encoding etc.)
June 20, 2005 – 




Team Member/Cashier
September 11, 2007 


    
Phil. Pizza Incorporated (Pizza Hut)  
Pizza Hut is now the country's most popular pizza chain serving Metro Manila and surrounding provinces, with its Dine-In Restaurants, Delivery Units and Express Counters.
    
    Manila, Philippines
Duties and Responsibilities:      
·    Greet customers, take orders, assemble orders and receive payments
·    Prepares Daily Sales Turn – In Report & Deposit Report
·    In – charge in any customer’s complaints
·    Arrange & organize food product display
·    Ability to work in a fast-paced environment and to work as a team player
·    Provide initial training to new team members
·    Excellent customer service telephone skills and computer experience; cash handling and accurate typing.
·    Performs other related duties as assigned.
September 17, 2004 –

Telemarketer
 February 16, 2005 



AIG Philippines Incorporated 
American International Group Inc. is the world’s leading provider of property-casualty and General Insurance which offered a comprehensive range of risk management products and services
                                 Pasig City, Philippines 
Duties and Responsibilities:      
· Identifies prospects by reading telephone and zip code directories and other prepared listings
· Calls prospective customers by operating telephone equipment, automatic dialing systems, and other telecommunications technologies.
· Influences customers to apply for the product by following a prepared sales talk to give service and product information and price quotations.
· Secures information by completing data base backups.
· Progressively move customer from information sharing to conversion and effective sales closure
· Meet specific client performance requirements related to customer satisfaction and sales success
· Meet specific TSR performance standards such as number of calls answered, time per call, abandoned calls, ratio of time on phone to time at work station
· Contributes to team effort by accomplishing related results as needed.
September 15, 2003 – 


    
Data Encoder/Secretary
April 15, 2004 

  

Al-Alamia International Manpower Services  
Al Alamia is an accredited and licensed Manpower Agency in POEA and one of the most effective and efficient manpower agencies in terms of supplying workers from different fields of expertise
Manila, Philippines
Duties and Responsibilities:      

· Prepares  all the necessary documents such as correspondence, quotation, and others as per required by the management
· Prepares source data for computer entry by compiling and sorting information; establishing entry priorities.

· Maintains an organized  filing and follow up system for all the documents

· Entertain telephone and business calls

· Take note and monitor my employer’s appointments.
· Enters customer and account data by inputting alphabetic and numeric information on keyboard or optical scanner according to screen format.
· Maintains customer confidence and protects operations by keeping information confidential.
· Performs other related duties and responsibilities as per required by the management
April 13, 1998 – 



    
Production Operator

January 14, 1999 


    
Philips Semiconductors Philippines  

Philips is a global company which delivers meaningful innovations that improve people’s health and well-being. The leading provider of lighting solutions and applications both for professional and consumer markets







      
   Laguna, Philippines
Duties and Responsibilities:      

· Run the machines and observe them during production
· Test and measure finished products, and record their activities and manufacturing levels
· Coordinates with co-workers, supervisors, engineers and managers to ensure that the results of their activities meet corporate standards and the expectations of consumers
· Carries out necessary preparative steps according to instructions given by supervisor.
· Complies with SOP’s in all aspects of work.

· Makes safe and conscious use of machine, chemicals and other resources provided

EDUCATIONAL ATTAINMENT

1996 – 2003

Bachelor of Science in Computer Engineering 




Adamson University




Ermita, Manila, Philippines

1992 - 1996   

High School

Infant Jesus Institute Inc.

Las Piñas City

1986 - 1992 

Elementary

Namei Polytechnic Institute
Mandaluyong City
Personal Information:

DATE OF BIRTH

:
November 21, 1979
CITIZENSHIP

:
Filipino

CIVIL STATUS

:
Single

LANGUAGE SPOKEN
:
English and Tagalog

RELIGION

:
Roman Catholic
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