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TEOFILO 
OBJECTIVE 

To seek a challenging position in any given fields in a progressive, reputed, professionally managed organization, to utilized my talents, interest, and in providing good quality service.
SKILLS / QUALIFICATIONS

· Expertise in utilization and operation as well as troubleshooting of computer
· Easy to learn / adapt quickly to new system being implemented
· Ability to work at maximum efficiently and having effective output at minimum supervision
· Flexible and versatile, hardworking, multi-tasking and well-organized
· Outstanding skills in dealing with people whether personal, email or via phone
· Possess a “can do” approach attitude at all times with excellent communication skill
· Have a high level of integrity and discretion when handling confidential information
· Ability to work in fast psced environment  in a smooth manner  and attitude
EMPLOYMENT RECORD

Company    
:
Seobon Construction Co. Ltd.  
Position       
:    
ADMIN / DOCUMENT CONTROLLER
Date
:       May 27, 2015 –  March 26, 2016
Location      
: 
Rumaitha Shanayel Facilities Phase III (NEB) – ADCO Project
Department 
:
Admin / Planning Department

· Handles administrative duties, dealing with general inquiries, assist with the preparation of monthly reports
· Preparing Material Submittals, RFI, Drawings, then uploading or supercede in Aconex
· Manage, control, distribute and file all incoming and outgoing correspondence
· Maintain and update logs in and out daily
· Updating engineers in regards approval / rejected materials and drawings received from main contractor
· Ensure proper document classification, sorting, filing and proper archiving
· Filing and controlling of all original documents and their full history
· Write letters and memos as instructed by the managers
· Preparing periodic reports with respect to the activities and achievements to be submitted to the Department Head
· Performing other duties related to the job  as assigned by the Department Head
Company   
:
Uni-Oil Petroleum Philippines Inc.
Position   
:   
DOCUMENT CONTROLLER CUM STORE KEEPER 
Date
:  
May 2010 up to October 2012

Location     
:
Valenzuela, Metro Manila, Philippines

Department
:
Dispatching Department

· Handles administrative duties, dealing with general inquiries, assist with the preparation of monthly reports
· Preparing Material Submittals, Material Delivery and Order Status Schedule, uploading and supersede the soft copy via SAP Project Instruction
· To manage, control, distribute and file all incoming and outgoing oil products

· Prepare, maintain and update all processed documents
· Filing and controlling of all original documents and their full history
· Preparing periodic reports with respect to the activities and achievements to be submitted to the Department Head
· Performing other duties related to the job as assigned by the Department Head

Company 
:
VPP Publishing Company
Position      
:
DOCUMENT CONTROLLER
Date
: 
December 2005 up to April 2010

Location    
:
Poblacion, Sta. Maria, Bulacan, Philippines

Department
:  
Production Department

· With IT Based publishing systems and database

· Correcting spelling mistakes and grammatical errors
· Retrieving articles from archieves and rearranging with publications
· Ensuring the publications are prepared on budget and to schedule
Company    
:
Anchor Milk Philippines
Position     
:  
DOCUMENT CONTROLLER CUM SALES AGENT
Date         
:
September 2003 – January 2004
Location     
:
Pulilan, Bulacan, Philippines

Department
:
Sales Department / Warehouse Department
​
· Worked to resolve customer complaints and render customer service in person
· Marketing, promoting and encouraging the customers to the product handled
· Selling all kinds of milk and etc.

· Conducting weekly and monthly inventory
· Maintaining FIFO (First-in/First-out) system
· Perform others Customer Service related work and assist colleagues in their work
· File receipts in order of serial number
ORGANIZATION
SERTAG    
:
FIRE & RESCUE OPERATION GROUP (PHILIPPINES)
EDUCATIONAL  ATTAINMENT
Tertiary Education
:
S.T.I College of Meycauayan


Associate in Computer Science
         


           
 

1997–1999 




Secondary Education
:   
Sacred Heart Academy


Sta. Maria, Bulacan, Philippines


1993–1997  

Primary Education
:   
Cay Pombo  Elementary School
  
 
Cay Pombo Sta. Maria, Philippines

                            
 
1987–1993 
PERSONAL DATA

Date of Birth

:   
November 08, 1979

Citizenship

:   
Filipino

Marital Status

:
Married
Religion 

:
Catholic
REFERENCES

:
As per request
I hereby certified that all information given in my application is to the best of my knowledge and belief and correct.
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