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TERESO 
MobileNo. : 055897 3503 
e-mail:teresco.279311@2freemail.com  
POSITIONAPPLIED:ADMINOFFICER / INSURANCE COORDINATOR / LOGISTICS OFFICER / CREWING OFFICER
OBJECTIVE:
Seekinga positionas Admin Crewing Officer /ProjectCoordinator / Document Control which offerexpansionof knowledgeandchallengeinanorganizationofhighreputewhereIcould applymy abilities and experienced in general services, logistics and crewing management.

GULFWORKINGEXPERIENCED
Crewing Coordinator

NationalMarineDredgingCompany(NMDC)

Crewing Department 

2014 to present

· Responsible for staffing with the best qualified candidates and best team which fit for assigned vessels
· Responsible for being on call as scheduled & communicate with recruitment, employee movement and employee relations information to vessels, managers and field supervisors

· Provide assistance to other Crew Coordinators for all vessels, ship manning and project required.

· Prepare and maintain documentation of crew 
· Book flights and flight manifests for assigned personnel as required.

· Participate in weekly meetings with the Operations Manager, Crew Coordinator Team 

· Liaise with crews to ensure issues regarding policy, payroll or benefit questions are effectively resolved

· Provide support and guidance to the manager as necessary with regard to diversity, employee relations, progressive discipline and performance management issues, with guidance from the Supervisor.

· In handle with CICPA/CNIA Security Passes, ADMA Optima, ADPC Passes and FTA Passes (maintaining records)
· With knowledge in insurance policy dealing with Daman Health Insurance, ADNIC Insurance & Al Khazna Insurance

Admin Assistant


NationalMarineDredgingCompany(NMDC)






General Services Department






2011-2014

· Provide complete secretarial and administrative services to streamline and organize work. 

· Produce various forms of documentation such as reports, presentations, memos and emails, as required, to ensure that well written, consistent, accurate and timely documentation are originated.

· Process invoices in liaison with the procurement and finance team ensuring compliance to client procurement and finance procedures.

· Provide complete telephone and correspondence services, routing correspondence and calls as necessary and replying where appropriate to ensure that all mails and calls are dealt with efficiency

· Establish and maintain records and filling systems, to ensure records availability when needed. 

· Prepare documentation for national security for visa processing of newly recruit staffs
· Responsible of documentation for visa stamping, applying emirates id, medical fitness arrangement, medical insurance
· In handle withdaman health, al khazna and adnic insurance, cnia, seaman card and adpc passes applications.
· Passport control for all NMDC staffs
DOCUMENTCONTROLLER       EMIRATESPETROCHEMICALSERVICESEST.
NajdaSt.AbuDhabiUAE 
December2010–June2011

CLERK            


IANUAS.p.AEngineering&Co.





ICAD2MussafaAbuDhabiUAE 
May2007– October2010

NON-GULFEXPERIENCED
WAREHOUSEMAN/ CHECKER                     OLITAINDUSTRIAL&ELECTRICALSERVICES
Basak,Ibabao,MandaueCity

Cebu,Philippines
February2003–April2005

COMPUTEROPERATOR                                KINDENPHILS.Electrical&MechanicalCo.
Cantaoan,Naga,Cebu,Philippines

June1997upto May1998
Technical Competencies
· Customer Services

· Office Administration

· Computer Literacy

· Planning & Organizing
· Crew Management
· Diploma in Computer Science
Seminars Attended
ProfessionalEthics(Professionalism&Attitude)

BasicTrainingfor FireFighting&FirstAid

InternalQualityManagementSystem(ISOStandard NMDC)

H2SIntroductory / ZADCO Induction Training (NMDC)

IntroductiontoMicrosoftTraining&Advance(DubaiUAE)

Others

ConductedBasicComputerTrainingCourseintheMunicipalityofAloguinsanincooperation withTESDA-ToledoTrainingCenter.

LocalECO-TourismPromoter/ VolunteerEventPhotographer & Videographer

Holding valid UAE License with good driving skills
Fire Warden Officer at National Marine Dredging Company
EDUCATIONALATTAINMENT

TERTIARY                            :UNIVERSITYOFCEBU

OsmeñaBlvd.,CebuCity,Philippines
Course/Degree                   :         
ComputerScienceand Technology


October17,2006(dategraduated)
SECONDARY                       :          ALOGUINSANNATIONALHIGH

Aloguinsan,Cebu,Philippines


1995-1996
PRIMARY                              :          ALOGUINSANCENTRALELEM.
Aloguinsan,Cebu,Philippines

1991-1992
PERSONALDATA
UAEExperience           
:         morethan 7yearsexperiencedin GCCCountry

DateofBirth               
:         October13,1978

Nationality                  
:          Filipino 

Sex                            
:         Male 

Status                        
:         Married

Expiry Date

:           23-Nov-2016
PresentLocation          
:         AbuDhabiUnitedArabEmirates
Availability

:            ASAP
UAE Driver’s License (Expires 24-APR-2022) ABU DHABI UAE LICENSE
I herebycertifythattheaboveinformationaretrueandcorrecttothebestofmyknowledge.

NOTE:AuthenticatedCollegeDiploma&TranscriptofRecordsavailable&tobesubmitteduponrequest.

TERESO 

Applicant

