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OBJECTIVE:
To join your highly reputable company that will enhance my skills and potentials. Broaden my knowledge in different aspects that the business world has to offer in preparing myself professionally and globally competitive. 

WORK EXPERIENCE:
MICODA PROCESS SYSTEMS INTERNATIONAL (Oil & Gas Industry)
Abu Dhabi U.A.E

Position: Administrative Assistant / Document Controller / Insurance Assistant
December 2012 – Up to Present
· Execute document control tasks for documentation receipt, distribution for   review,   and transmittal back to contractor/originator.
· Collecting, compiling and distributing incoming documents, correspondences, technical summaries, reports, analysis etc.
· Receiving invoice and delivery note of the materials and attaching the LPO and to submit in accounts to prepare the statement of accounts.
· To keep Excel Database updated with information from MRFs issues up to delivery of Purchase Order in order to know material status at any time by jobs, by suppliers etc.

· Distributing Purchase Order forms and MRFs to the concerned departments for signature.

· To check that all material and purchase orders are sent to the suppliers.

· Assist Accounting department on payroll administration by preparing overtime statement for entitled employees each month.
· Monitoring and handling the finger prints machine of attendance and registering the new employee in the machine.

· Monitoring the attendance sheet of each employee in daily basis and monthly attendance of admin and workshop employee including third party.
· Preparing monthly LPO by each employee of third party.
· Preparing and assisting the HR in processing of employees insurance card, medical etc.
· Assisting the HR Department in hiring a new employee.

· Handling and processing a paper for a new employee, staring with candidate application, Employment application, CV, Education Certificate etc.

· Assisting the HR Department for Hiring process, starting in employment letter, pre-employment medical etc.
· Assisting the HR to send all the documents of selected candidate in PR depart for visa processing.

· Preparing the ICAD Form, Visa requisition and Visa office memo.

· Assisting the employees for their Emirates ID and Visa Medical and also for the insurance card. 
· Handling accommodation, travel booking and hotel reservations for the employees.
· Handling Capital Request (CPR) of material and sending for the approval of President and CEO.
· Properly maintaining files and documentation.
SMDC SM Development Corporation (Real Estate Firm & Investment holding Industry)
Pasay City, Philippines

Position: Administrator 

December 2010 – June 2012
Duties and Responsibilities:
· Using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases;

· Devising and maintaining office systems;

· Booking rooms and conference facilities;

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

· Attending meetings, taking minutes and keeping notes;

· Managing and maintaining budgets, as well as invoicing;

· Liaising with staff in other departments and with external contacts;

· Ordering and maintaining stationery and equipment;

· Sorting and distributing incoming post and organising and sending outgoing post;

· Liaising with colleagues and external contacts to book travel and accommodation;

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

· Photocopying and printing various documents, sometimes on behalf of other colleagues.

POINT OF DESIGN LLC (Engineering, Construction and Interior Industry)
Abu Dhabi U.A.E
Position: 
Document Controller cum Admin Assistant
October 2009 – October 2010
Duties and Responsibilities:
· Coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial correspondence.

· Input document data into the standard registers ensuring that the information is accurate and up to date.

· Generate the various document control reports as required.

· Typing of site documents, and follow up of all the site needs

· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable

· Maintain updated records of all approved documents and drawings and their distribution clearly 

· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability.

· Maintain the files and control logs as required by the project. 
· Knowledge in use of spreadsheets, database, word processing and selected job specific software.

· Ability to keep clear and accurate records and reports.

· Ability to use computer and rapidly input data and retrieve records and information.

· Ability to organize work load and to manage a filing methods and management techniques

OJT/ Intern Experience:
INFORMATICS
Malolos City

Communication skills training

March - July 2009

LAND BANK OF THE PHILIPPINES 

Malolos Plaza Branch

Clerk (check auditing, typing, filling)
April 17, 2008 – June 6, 2008

PERSONAL INFORMATION:

Date of Birth:

April 11, 1986

Citizenship:

Filipino 

Status:

Single 

Religion:

Christian 

Languages:

English, Tagalog
EDUCATIONAL ATTAINMENT:

College
:
Bulacan State University





Mc Arthur Highway, Malolos City

Course
:
Bachelor of Science in Mathematics Major in

 

Computer Science



2003 – 2008




TECHNICAL SKILLS:

· Well versed with the usage of Microsoft Office Suite
· Knowledge in using and working in PIVOT table (Excel).
· Knowledge in computer programming such as SQL Script, Visual Basic ,VBA and Java Programming, Visual Studio

· Strong Knowledge in Computer Networking

· System Administration of Active Directory

· Installing and troubleshooting OS and Applications

· Managing File Servers

· Installing and troubleshooting printers ,faxes and peripheral devices(MFDs)

· Experienced on Database Management (Backup,Restore files,DTS,Stored Procedures)

· Support on  IT hardware , software and network

· Troubleshooting PC’s and peripherals
PERSONAL TRAITS:

· Excellent time management to finish the work scheduled on time

· Very good communications skills

· Passion for continuous learning and personal growth

· Highly motivated and driven, with strong desire to excel

· Determined to learn new things and experience for the benefit of my future

· Awareness, acceptance and compliance with company objectives and regulations

Seminars Attended:
Current Trend in Mathematics Education 
Audio Visual Room, Federizo Hall, Bulacan State University 

February 14, 2007 

Computer Programming and Simulation with Emphasis on Macromedia Flash 
Audio Visual Room, Federizo Hall, Bulacan State University 

February 14, 2007 
Building Networks Better
Audio Visual Room, Federizo Hall, Bulacan State University 

February 20, 2008 
Training Attended:

SAFETY TRAINING / Basic First Aid


GTSC Mussafah Abu Dhabi, U.A.E

July 23, 2014


CUSTOMER CARE I-IV/ Customer Care Services

AlMansoori Specialized Engr. Mussaffa Abu Dhabi, U.A.E

February 16, 2014

TELEPHONE TECHNIQUES COURSE


AlMansoori Specialized Engr. Mussaffa Abu Dhabi, U.A.E


August 14, 2014
