OBJECTIVE

To work for a company that encourages its personnel to use knowledge and experiences as   well as future training to secure a position with room for professional growth.

QUALIFICATIONS

Service-oriented; Organized Hardworking, Personable, Efficient; Self-motivated; with strong interpersonal skills.
EDUCATIONAL BACKGROUND

     Gulod Elementary  School

     Batangas City

      2001-2002

     Batangas National High School

    Batangas City

     2005-2006

     Bachelor of Science in Commerce


     Major in Business Management          
     University of Batangas 
      2010                      

     On-the-Job-Training

     Pag-Ibig Fund Corporation

ORGANIZATIONS/ EXTRA-CURRICULAR ACTIVITIES

     Business Management Student Council   

     University of Batangas

     2006-2010
     Business Plan Competition




     Participant, University of Batangas



     March 03, 2008




JOB EXPERIENCE





     

   Wallem Maritime Services Inc.
      Secretary

   November 2010 to February 2011


DUTIES AND RESPONSIBILITIES
· Organizing and serving meetings

· Typing  and word processing

· Filing documents
· Coordinating mail-shots and similar publicity tasks
· Handling correspondence

· Answering telephone calls

    Sealanes Marine Services

     Documentation Assistant

    March 2011 to May 2011
DUTIES AND RESPONSIBILITIES

· Prepares and arrange contract of employment, travel allowance and allotment.
· Filing 201 files  
· Encode details of documents to their system

· Arrange the documents for dispatch

· Assist the Account Supervisor for dispatch

    Crossworld Marine Services Inc.

     Crewing Assistant

    June 2011 to at April 2014
DUTIES AND RESPONSIBILITIES

· Prepares and arrange contract of employment for the seafarer.

· Monitor status of seafarer, required trainings; follow up Medicals and other requirements.
· Documentation (arranging, segregating all necessary documents to be hand carried by the seafarer and 201 files/record).

· Assist the seafarer for their final dispatch

· Monitor E-mails pertaining crew change, flight details.

· Encode details and upload documents to their system

· Prepares shipment through DHL website, and inquire DHL when the shipment will be delivered.

· Prepares/Monitor requirements for Flag Endorsement.

· Prepares Payment Request: Travel Advance and Statement of Accounts
    Crossworld Marine Services Inc.

    Makati City

    Crewing Officer

    April 2014 to at March 2016
DUTIES AND RESPONSIBILITIES

· Monitors incoming / outgoing messages

· Verifies authenticity of documents submitted by the Seafarers

· Monitors and/or updates crew rotation plan for ratings

· Propose suitable candidates required by the Principal for ratings

· Endorse and monitors duly approved crew to Pre-Employment Medical Examination (PEME)

· Preparation of contracts with the seafarers as per the ILO MLC 2006 requirements and endorse it to the Liaison Officer

· Endorse and monitor Crew for Visa application to the Visa Officer

· Applies / Monitors status of Seafarers flag endorsement and licenses

· Ensure to update all the details and upload the documents in the Crew Management System prior crew deployment. Blue folder and 201 file must also be completed
· Send relevant Seafarers documents to Master/Principal

· Monitors crew flight details and travel related matters

· Attend to crew dispatch and briefing of the Seafarers

· Maintains crew journal for ratings and assures crew are called-in on described intervals

· Advise Principal status and availability of Seafarers on vacation

· Performs other task required by the Principal

TRAININGS/SEMINARS

Career Opportunities in the 21st Century
University of Batangas

August 27, 2008

Self-Organized vs. Franchised Business: Choices to your Entrepreneurial Career

University of Batangas

February 07, 2008

Strategic Marketing Seminar

University of Batangas 

January 28, 2008

     Winners or Losers: make Your Choice

     University of Batangas

     February 2, 2009

    Values Formation Seminar

     Crossworld Marine Services Inc.

     August 16, 2014



PERSONAL BACKGROUND

Age


:
26 yrs. Old

Date of Birth
:
July 01, 1989

Place of Birth
:
Batangas City 

Civil Status

:
Single

Language Skills
:
Tagalog and English

Interests

:
Dancing, Singing, Bands, Internet Surfing

Skills

:
Computer Literate 
First Name of Application CV No: 1670520
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[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




