  Jonard P. Bario


CAREER OBJECTIVES:  To pursue a long term career where I can enhance my skills and   knowledge acquired from the course of my formal education and my work experience, and seeks for better opportunities for my professional advancement.

  WORK EXPERIENCES:

 ADMIN CLERK /DATA ENCODER     – March 10, 2015 – Present




 
                   Dubai,UAE     

Job Summary:

· Encoding the ticket details of all incoming trucks in the site; 

· Prepares Related Daily Report; 

· Receives telephone calls and visitors.  Gives answers to routine questions or takes messages and refers to concerned personnel;

· Handles any technical problems concerning to paper works in Operation department; 

· Prepare and manage correspondence, reports and documents;

· Arrange and confirm appointments;

· Set up and maintain filing systems;

· Set up work procedures;

· Collate information;

·  Communicate verbally and in writing to answer inquiries and provide information;

· Perform any other activity administrative/clerical duties as required by the Unit Head/Division;

· Installing of different software as required.

· Identify the customer account and material and ensure that the correct vehicle registration, customer, product hauler, source/destination & order no. is recorded;

· Responsible for filing and maintaining of all the books of records, invoices,
· Prepare vehicle gate pass, egress pass and individual as per Nakheel required.
· Responsible for monitoring the daily trucks report;
· Prepare the daily, weekly and monthly report.
· Implement and maintain office systems;
· Coordinate the flow of information both internally and externally;

· Operate office equipment;

· Manage office space
· Prepare daily, weekly and monthly timesheets for vehicle, equipment and employees.
· Prepare daily diesel and kilometer report for vehicle and equipments.

· Can assist also document controller and QA/QC for some of their duties and responsibilities such as:
· Receipt, control, storage and issue of Project documents.3
· Identify the respective internal and external recipients for all incoming documentation, make clear and legible copies and issue as required with the requisite transmittal notice
· Maintain filing systems for the identification, traceability and retrieval of documents.
· Preparation of final documentation as per contact and client requirements

ADMIN. CLERK / SECRETARIAL - January 22, 2012 – February 20, 2015
                                                              Dubaib and Sulaim Company (DSCO)

                                                              ARAMCO Management Team



                           PO Box 600, Al-Khobar 31952 Saudi Arabia


Job Summary: 
· Preparations and submission for time reporting;
· Maintains requisition of office supplies requirements;
· Conduct inventory;
· Receives telephone calls and visitors.  Gives answers to routine questions or takes messages and refers to concerned personnel;
· Perform any other activity administrative/clerical duties as required by the Unit Head/Division;
· Prepare on line (SAP) thru SAUDI ARAMCO System with all kinds of Permanent Access (ID) for restricted and non-restricted area;
· Coordinate with Industrial Security Personnel for the application and appointment of employees schedule to process the Aramco ID card & Aramco Vehicle Sticker;
· Handles any technical problems concerning to paper works in Operation department; 

· To prepare the purchase orders for products and/or materials to be purchased in accordance with the established systems and procedures; 

· Responsible for filing and maintaining of all the books of records, invoices, prepare the statements, telephone bills, electricity bills, Petrol bills et;.

· Also handling and preparing memorandums, documents which are required by    Project Managers;
· Prepare and manage correspondence, reports and documents;
· Organize and coordinate meetings, conferences, travel arrangements;
· Take, type and distribute minutes of meetings;
· Implement and maintain office systems;
· Maintain schedules and calendars;
· Arrange and confirm appointments;
· Organize internal and external events;
· Handle incoming mail and other material;
· Set up and maintain filing systems;
· Set up work procedures;
· Collate information;
·  Communicate verbally and in writing to answer inquiries and provide information;

· Liaison with internal and external contracts;

· Coordinate the flow of information both internally and externally;

· Operate office equipment;
· Prepare daily, weekly and monthly timesheets for vehicle, equipment and employees.
· Manage office space

· Installing of different software as required.

WEIGHBRIDGE OPERATOR -   August 2007- January 2009
                                                          Projects Link Contracting LLC  



                                            
                                                         Dubai Waterfront Project

                                                         Nakheel Rock Management Team



                     JAFZA, Jebel Ali, UAE


Job Summary: 
· Assigned in the Weighbridge Area monitoring the trucks for Rock Supply of Nakheel’s Palm Projects;

· Encoding the ticket details of all incoming trucks in the site; 

· Prepares the Invoices for all the incoming trucks in the site;

· Prepares Related Daily Report; 

· File handling and report are to be submitted to the site office for File Management Control;
· Produce an accurate weighbridge ticket for all loads entering and leaving the site;

· Identify the customer account and material and ensure that the correct vehicle registration, customer, product hauler, source/destination & order no. is recorded;
· Ensure that all drivers and visitors are wearing appropriate PPE;
· Refuse to accept/issue material when a customer account is on credit stop(unless authorization is obtained from site manager or credit control department);
· Notify the driver when vehicle is overweight;

· Keep the weighbridge balanced and reading zero and notify my manager of any operational problems with the weighbridge (inaccuracies, damage, cleanliness, etc);

· Inspect inbound documentation to ensure compliance with the waste management license;

· Ensure outbound documentation is completed accurately and completely in accordance with applicable legislation;

· Signing visitors in and issuing park permits;

· Maintain the weighbridge office clean and tidy manner;

· Issuing site rules and instructions to drivers and visitors.

· Answering the telephone in a professional manner;

· Working with other members of staff to operate the facility safely to maximize throughputs;

· Keep aware of personal responsibilities towards health and safety, use of PPE and reporting accidents, incidents and near misses;
ENCODER (DATA ENTRY CLERK) -    January 10, 2011 – January 15, 2012
                                                                  Treasure Rock Mover Enterprises Phils.

Job Summary:

·  Encoding the ticket details of the truck in the site;
·  File handling and prepare daily report;
·  Responsible for preparing statement of account; 
·  Responsible for monitoring the daily trucks report;

·  Prepares the invoices for all trucks in the site;
· Responsible in preparation of correspondence and document filing;

· Takes messages and fields/answers all routine and non-routine questions;

· Prepare the total bill of the customers;

· Prepare the daily, weekly, monthly, sales report.

· Coordinate with staff on materials supply, equipment etc. as needed.  

 QUALITY ASSURANCE         November 2009- April 2010
                                                     Tanduay Distillers Inc.

                                                      Philippines
  Job Summary:

·  Responsible for the cleanliness and well produced products;
·  Always keep a good quality product as to be taken by the consumers;

·  Prepares related daily report;

·  Responsible for the safety and cleanliness of the working area;

MACHINE OPERATOR
 2003 – 2004




 Asaba Manufacturing Phils. Inc.



 Philippines

Job Summary: 
· Monitors Machine performance and in-charge of accomplishing machine yield rate.

· Responsible for Maintenance of quality of product produced.

· Prepares Daily Machine Report.

· Responsible for the safety and maintenance of the area.


  EDUCATIONAL ATTAINMENT:

Primary
Divine Grace School   1991-1993

Cabuyao Central School  1993-1996

Secondary
Cabuyao National High School  1996-2001

Tertiary
Philippine Marine Institute


            B.S. Marine Transportation – 2001-2004 
                        Systems Technology Institute

Diploma in Computer Electronics and Technology

2004 – 2006
  OTHER SKILLS:
· Computer Literate (Microsoft Word, Excel, PowerPoint) 
· Skilled Driver with Philippines Professional Drivers License.

· Can Speak and Write English and Filipino Language.


TRAINING AND CERTIFICATES
· ISO 9001 : 2008 FOUNDATION TRAINING COURSE
· INTERNAL QUALITY AUDITORS COURSE

· CORRECTIVE / PREVENTIVE ACTION TRAINING AWARENESS
 
PERSONAL DATA:

Age

: 32 years old


Gender
: Male

Status

: Married

Birth Date
: December 12, 1983

Birth Place
: Laguna, Philippines


Height

: 5’ 7”

Weight
: 158 Lbs.


Nationality
: Filipino
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Click to send CV No & get contact details of candidate
 [image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




                                                      








