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JEREMIAH                                       

Jeremiah.284094@2freemail.com 
With NEBOSH Certificate and valid UAE driver’s license


To continue my career by taking up challenging role in an organization where I can use my experience and skills to make a real difference to the bottom line.

· Having worked in a Facility Management team for a TOP 8 US Fortune 100 company

· Flexible and adaptable - Keenness to learn quickly about new markets, flexible with changing requirements and timelines, challenge existing ways of working and develop creative solutions to address business issues.

· Results orientated - Focused on delivering positive outcomes for stakeholders.

· Well organized - Successful at managing and motivating a team, establishing clear goals and objectives through effective time management and prioritization of tasks.

Specialties: Facilities Management, Customer Service, Operations, Purchasing & Negotiations, Relationship & Vendor Management, Project execution & Workplace Planning plus Health and Safety.


Bachelor of Science in Commerce 

Major in Business Administration

University of Santo Tomas Manila, Philippines
IOSH, UK
Mirdif Security & Safety Consultant, Dubai
June 2012
NEBOSH International General Certificate UK with CREDIT

Mirdif Security & Safety Consultant, Dubai
August 2012

Office EHS Audit Skill Training

In House, General Electric Int’l Inc., Dubai
June 2012

Facilities Administrator/ HSE Site lead– Emcor Facilities Services (EFS)
July 2013 – April 2016
Johnson Controls Global Workplace Solution 
June 2010 – June 2013

· Responsible for the property related concerns of the client – GE (General Electric)
· Facility Management and Operations of the 8 offices in UAE , Oman & Kuwait – over 150,000 sq.ft area
· Lead a team of 7direct reporting personnel and 22 indirect reporting personnel

· Helping the Facility Manager in Managing an Annual Facility Budget of over $1,000,000
· First point of contact for staff inquiries, complains and facility requests

· Responsible of Integrated Facility Management contract – Soft Services, Hard Services and Security
· Supervision of PPM of equipment on site

· Space planning and office re-stack.

· Mobilization of Office space as well as insight on Design Drawing for new fit outs.

· EHS – Environment Health and Safety – Understanding and enforcing client’s policy of EHS standards and guidelines. Ergonomic basic training completed

· Assist Management for cost saving and implementation of sustainable practices

· Management of Sub contractors, Negotiating rates and enforcement of SLA’s as per contract
· Conduct HSE/ SCM induction for new staff for each site. Either personal or thru WEBEX meeting

· Conduct Administrator onboarding for new staff
· Conduct HSE training for new hire for the facility team
· Produce and communicate updated Property list every month to the Facility manager and site security manager. During E-drill or real emergency, list will be used as database to conduct headcount.

· Assist Manpower requisition and payroll updates
· Assist the FM to achieve value for money with purchasing, reduce item waste 
· Identify additional works and contract variations for added value to be identified each month.
· Raise work order tickets thru JLL 360 for all facility concern 

PRODUCTION ASSISTANT (TEMP) – Chillout Production, DUBAI MEDIA CITY
Feb 2010 DUBAI JAZZ FESTIVAL

· Preparing transportation schedules (pick-up and drop-off) of the performing  musicians and road managers

· Purchasing of materials as per performing artist's request and production requirements

· Coordinating with drivers for pick-up and drop-off of performing musicians from airport to hotel to concert venue.

BANKING ASSISTANT/MIS for Corporate Accounts – Royal Bank of Scotland Dubai UAE

Apr 2009 – Jan 2010
New Account Opening:

· Documentation check for integrity and completeness as per Account Opening checklist.

· Verifying names of customers, by carrying out their world check, central bank and internal check.

· Account Opening in Score and Finacle.

· Signature scanning.

· Sending of Welcome Letter to client.

Amendments to Existing Accounts:

· Account Opening & Closing.

· Account Amendments.

· Maintenance of Client Static Data.

· Updating Signature Verification System (SVS).

· Customer Documents Custody.

· Issuance of Cheque Books.

· Set-ups for BOL ID’s, ZB, FPS, II-Nac & Balance Reporting.

· Set-ups on Cash-In.

· Blocking & Unblocking of Accounts.

· Marking stop-payments in Score.

· Providing copies of client documents to other Service Units Like Credit Administration, Compliance, Legal.

· Sending letters to clients for submission of renewed Trade Licenses.

· Sending confirmation letters of address change to Clients.

· Sending acknowledgement letters on clients request.

· Bounced Cheque follow up.

· Handling queries received from Business and other Units.

· Handling Test Keys.

· Maintenance of Internal MIS.

· Uploading Rates on a daily basis.

· Updating SSI received from Treasury operations.

· Creating counterparties in Trends.

· Creation of Staff ID’s on request received from IT.

· Marking currency holiday.

· Opening of Trade finance accounts request received from Trade Finance.

TEAM LEADER/MIS OFFICER/BACK – UP SUPERVISOR, Royal Bank of Scotland, Dubai UAE

Jan 2006 – Mar 2009

· Led a team of 16 members

· Monitoring staff productivity and maintaining a record 

· Authorizing of new accounts, new credit card applications ,loans applications and maintaining client static data maintenance

· Coordinating between Sales, Credit Initiation, Internal Control, Marketing and Compliance departments

· Maintaining and updating departmental procedures for various products

· Investigating and resolving errors from ACES India and Document Checkers Unit UAE Team.

· Monitoring and resolving open opportunities on Crystal Report. 

· Investigating and reporting edited CIF’s on Finacle CRM

· Performed quality checks for the new hires and accordingly worked towards determining the areas of development and conducted one on ones, to give and receive feedback.

· As a Subject Matter Expert, was involved in training new recruits on processes and procedures to handle the job efficiently. Also prepared job aids like flowcharts and updated training manuals to facilitate the learning process. Also involved in training ACES India staff for migrating of credit card processing

· Performs system testing UAT (User Acceptance Test) environment for upcoming products and SCR (System Change Request)

· Conducting Quarterly Appraisals

· Maintaining detailed MIS for all the activities, this was highly appreciated both by the Business team and the Management

· Successful in reducing the Turnaround Time (TAT) for processing the applications within a short span of time

· Forwarding refined and efficient data to the credit department

· Handling Internal and External Queries and complaints related to all the products from sales, ACES India and Centralize Document Checkers Unit UAE Team

· Monitoring TAT with ACES India, Document Checkers UAE Team and Quality Check UAE Team 

· Handling of Credit Card Pins  for dispatch

· Handling Stationary

DATA ENTRY OPERATOR, Royal Bank of Scotland, Dubai UAE



Mar 2005 – Dec 2005

· Pioneer staff of Account Services Credit Card Team

· Checking all the documents required before processing the application

· Creation of Opportunity as per application form and forwarding to data entry's tray

· Capture all mandatory fields and all other necessary information as per application form and passport / visa copy on CRM, and check if process and product are correctly selected

· Matching of signatures on the application form and security check

· Checking the names of the customers in Internal Blacklist, Central Bank Blacklist and World Check website, in case of a hit sending the same to compliance for their approval

· Deactivation of salary cards

· Receive the Salary card Pins through courier and maintain the MIS

· Handing over the salary card pins to customers


MS Office, Adobe Photoshop, Mac


Date of Birth:
14 December 1975


Nationality:  
Filipino

Marital Status:  Married 


Visa status: 
Employee, Dubai Visa
�
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