Site Administration Officer
[image: image2.jpg]


Christopher 
Personal Profile Statement

I am a hard working motivated and enthusiastic site administration officer  that has  employment  track record from the year 2011 to 2016 ,I always strive to achieve the highest standard possible,at any given task and in any stuation.I am accustomed to working in a challenging fast paced environment,particularly when dealing with multiple projects at the same time.

Education

1991 – 1992  BS Management            Bataan Community College (BCC)

Grade achieved: Under Graduate

Relevant Modules   

.  Manage own performance in business environtment

.  Work responsibilities

.  Leadership and management

.  Handling problems and operational issues

 .  Events meeting and activities               

1992 ( 3 Months)     Piping  Course           Bataan Technical Vocational  Training Center (BTVTC)
Grade achieved : Certification
Employment and Worked Experienced
Year Started                                    Position Held                               Company
Jan. 2015 to Jan. 2016                  Administration OfficerAl Asyad International
Project                     AQWA Power (Barka)
(Sulatanate of Oman)

Duties and Responsibilities
:          Sending emails to potencial clients
:          Arrange meeting with clients

:          Arrange transportation for workers

:          Arrange accommodation of workers

:          Answering email and phone calls

:         Establish and maintain supplier accounts

:         Ensure data is entered into the system

:         Ensure transactions are properly recorded

:         Incharge of maintenance department

:         Incharge of transportation 

:         Supervising drivers

:         Arrange air ticket to all employees
Employment and Worked Experienced
Year Started               Position Held                               Company

May 2011 to Dec.2013    Site Administration Officer      GS Engineering & Construction
Project                   4TH Train NGL Project
 (Al Ruwais Abu Dhabi,UAE)
Duties and Responsibilities
:       Transportation Supervisor
:       Supervising company drivers

:      Applying gate passes for vehicles
:      Applying gate passes for drivers

:      Monitoring staff mobilization and demobilization

:      Incharge of airport pick up and drop

:      Prepairing LMSR request form
:      Incharge of renting vehicles

:      Site office maintainanceincharge

:      Camp administrator
:      Drop memos and emails

:      Answering phone calls 

Employment and Worked Experienced
Year Started           Position Held                                Company

Feb.2010 to Feb.2011               Administration Officer      Sohar Technical Services and Trading
Project                                        Salalah Methanol (SMC)
                                                         (Sultanate of Oman)
Duties and Responsibilities
:     Answers,screen and transfer inbound phone calls

:     Recieved and direct visitors and client

:     Maintain electronic and hard copy filling system

:     Handle request for information and data

:     Resolved administrative problems and inquiries

:     Prepare and modify documents including correspondence

:     Assisting manpower supplied personnel
:     Attending manpower supplied personnel’s needs
:     Drops memos and email
Employment and Worked Experienced
Year Started                                         Position Held                                Company

Jul.2006 to Apr.2008             Fitter / GTAW Welder        SE-IL Machinery & Installation
Project                                            Incheon Power Plant
           (Incheon South,Korea)
Duties and Responsibilities
:Lays out, positions, and secures parts and assemblies according to specifications, using straightedge, combination square, calipers, and ruler.
:Tack-welds or welds components and assemblies, using electric, gas, arc, or other welding equipment.
:Cuts workpiece, using powered saws, hand shears, or chipping knife.
:     Melts lead bar, wire, or scrap to add lead to joint or to extrude melted scrap into reusable form.
:     Installs or repairs equipment, such as lead pipes, valves, floors, and tank linings.
:Observes tests on welded surfaces, such as hydrostatic, x-ray, and dimension tolerance to evaluate weld quality and conformance to specifications.
Employment and Worked Experienced
Year Started                                         Position Held                                Company

Nov.2004 to Nov.2005ScaffolderWoolim Engineering & Construction
Project                                                 NC 41 Project
( LIBYA)

Year Started                                         Position Held                                Company

Jan.1999 to Jan.2000ScaffolderDaelim  Engineering& Construction

Project                      Formosa  Project

( TAIWAN )
Duties and Responsibilities

:  fixing guard rails and safety netting

:  taking down the scaffolding after a job is finished.

:  setting base plates on the ground at regular intervals (these stop the upright poles slipping)

:  putting up the scaffolding poles (standards) and attaching the horizontal tubes (ledgers) to them with couples

:  unloading scaffolding equipment at the site

:  fixing the scaffolding to the building or structure to make it more stable, using short 'tie tubes'

:  laying planks (battens) across the scaffolding for workers to walk on
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