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CAREER OBJECTIVE:

A permanent position in a company where I could impart my skills and experiences for the enhancement of the company along with my personal and professional growth.

SUMMARY OF QUALIFICATION:

· Computer Literate – MS Word, Excel and Power point, Outlook and Internet browsing
· Knowledge in Driving – Automatic and Manual transmission
· With ability to work independently and can work with minimum supervision
· A responsible, hardworking person, willing to be trained and to learn
· Proven communication skills both oral and written English
· Knowledge and trained how to use mobile access tower or scaffoldings
WORKING EXPERIENCE:

Stores Coordinator

Tiaong, Quezon, Philippines

September 2012 – December 2015

Job Descriptions

· Liaise to all customer’s enquiries

· Prepare paper works for the material delivery.

· Preparing monthly inventory of stocks.

· Inspection / Testing of the materials before delivery to ensure it function properly and it is the correct order of client.

· Inspect the materials to be deliver are listed in the Purchase Order.

SIAB Engineer / Site Clerk

Speedy International Assets and Services Rentals LLC

Ras Al Khor, Dubai, U.A.E

April 2011 – April 2012

Job Descriptions

· Ensure that the Tools & Equipment are functioning properly before delivery to the client.

· Prepare and install the asset number and bar code of the new and old equipment.

· Daily monitoring of all the incoming and outgoing tools & equipment in the site.

· Liaise from one site to another site for their rental enquiries and request.

· Prepare the weekly and monthly inventory of all the tools & equipment.

· Trouble shoots the equipment in the site if required.

· Deliver the tools & equipment to the client.

Quality Control Inspector / Administrator

Auto Venture Trading

Tiaong, Quezon, Philippines

February 2009 – January 2011

Job Descriptions

· Inspect the materials delivered are listed in the Purchase Order.

· Inspection / Testing of materials to ensure that the materials delivered are not defective and functioning properly.

· Quality Inspection of the materials before delivery to ensure the correct orders of client is placed.

· Prepare paper works for the delivery of materials.

· Preparing monthly inventory of stocks.

· Attend to customer’s enquiries

· Act as Liaison officer as and when necessary

Logistic Coordinator / Administrator

World Wide Medical and Laboratory

Jebel Ali, Dubai, UAE

October 2006 – October 2008

Job Descriptions

· Attend to and follow-up on customers’ enquiries and requests
· Respond to Request for Quotation and initiate coordination with Inventory Warehouse, Airfreight and Sea freight Departments.

· Monitor delivery schedules and coordinate with Inventory Warehouse, Airfreight and Sea freight Departments to ensure on-time delivery.

· Ensure timely and accurate invoicing.

· Handling all telephone calls.

· Maintaining an accurate filing system.

· Maintaining / monitoring of the petty cash.

· Liaise / handling all the incoming and outgoing shipment, coordinating with the concerned company if problem occurs.

· Processing all the certificates needed for the shipment by Online Application.

· Inspection / Checking of the goods before the shipment.

· Preparing and processing of the renewal of licenses of the company.

· Dealing / coordinating with the Bank employees and preparing letter for all the bank transactions.

· Collecting all remittances and bank deposit.

· Applying and processing of Visa Application through Online Application(PORTAL)

· Supervise / in-charge in the office if my superior is out of the country.

Proprietor; Gene’s Marketing

25 Herrera St, Tiaong, Quezon

Philippines

December 1995 – September 2006

Job Descriptions

· Preparing and processing of the renewal of licenses in my store and other documentation.

· Manage/supervise the manpower according to their task assigned.

· Collecting all checks and bank deposit

· Surveying the products that are the lowest price in the market.

· Computing / calculating the profit of the store.

Assistant Surveyor / Encoder

Pacific Bell Telecommunication

Unites States of America

December 1992 – November 1995

Job Descriptions

· Handling all documents

· Preparing all the information regarding to our surveying projects.

· Surveying Cell site for the antenna and trouble shoots the problems occur to the surveying sites.

· Encoded the surveying projects.

· Computing / Calculating pull of the pole

Surveyor

Smart Telecommunication Philippines

Makati, Philippines

October 1990 – December 1992

Job Descriptions

· Preparing / planning all the information regarding to our surveying projects.

· Solving the problem occurs to our surveying cell sites.

· Encoded the surveying projects.

· Computing / Calculating pull of the pole

· Troubleshoot mobile phone’s problem

EDUCATIONAL ATTAINMENT:

Course: Electronics and Communication Engineering

Undergraduate 1987 – 1990

University of the East (PHILIPPINES)

SEMINAR / TRAINING ATTENDED:

PASMA CERTIFICATE OF COMPETENCE

Advance safety and standard in mobile access tower industry

Date: 27 June 2011 (valid for 5 years)
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