RICKY A. DALMACIO
CAREER OBJECTIVE:To be able enhance my knowledge and skills in an establish company that offers advancement, challenges and opportunities.                
VISA STATUS:
COMPANY VISA
WORK HISTORY
Office Assistant cum Store Assistant-Trymax Trading LLC/Faslink Mobile llc.. Al Garhoud , Dubai-UAE. s.y May 21, 2012 to present.
Key Duties

*Photocopying, filling, faxing, scanning.

*Providing water, tea, beverages and other needs.

*Maintain cleanliness of office equipment and furniture.

*Customer service Strong attention to detail & demonstrated success in working with customer orders, numbers,                   & research, shipping & receiving. Outstanding attendance record Honest & dependable.

*Managing deliveries, stock counts, inventory records.


*Arrange deliveries of requested goods to the buyers and maintain record of all deliveries.

*Report on discrepancies or shortages
Documents Controller-Ace International Real Estate Broker, Al Rigga Road, Dubai U.A.E. s.y May 08, 2008-May 2012
Key Duties

*Ensure proper documents control support

*Operate the documents control management system for assigned project.

*Ensuring that the client files are updated daily.

              
*Ensure that all documents are provided as per clients requirements.

*Create documents control with correspondence folder to each clients project.


*Produce and maintain documents progress reports.

Office Assistant-Ace International Real Estate Broker, Al Rigga Road, Dubai U.A.E. s.y February 05, 2007-May 07, 2008 
Key Duties 
*Provide supervision to reception.

*Greet visitors and refer them to appropriate staff members, answer phone, route calls, and take messages.


*Assist staff with administrative duties as requested

*Provide support to all officers and assist them in performance of their official duties.
   
*Attending visitors, promptly providing water, tea, beverages and other needs.
   
*Maintain cleanliness of office equipment and furniture.

Warehouse Assistant –Bahrain Fiber Glass Inc, Mariveles Bataan, Philippines,  s.y Sept. 2000-Sept. 2002
 Key Duties

               *Set up Stores Inventory Records and maintain up to date.
               *Maintain the warehouse at the highest standards of cleanliness.
               *Ensure that the warehouse operations comply with safety standards.
               *Ensure perfect documentation of all warehouse transactions (incoming & outgoing).
               *Control the activities of the warehouse with respect to product, packaging materials as

                  well as the finished goods.         
               * Overall responsibility for the safe storage and handling of all the materials.
               *Monitoring of stocks, recording of transactions and co-ordination of the inventory in line with the   

                  inventory policy of the company.
               *Managing the warehouse operations in line while complying to the safety procedures of the 

                 company
Training and  Seminars Attended-Dubai Chamber of Commerce 15th Floor, Baniyas Road Dubai U.A.E.

                                                         MRE Academy (Management & Real Estate Academy)

                                                         s.y August 12 and 13, 2008

PERSONAL INFORMATION:
   Civil Status
: Married

   Gender
: Male
   Height

: 5’8”

   Languages Spoken: English & Tagalog

EDUCATIONAL BACKGROUND

High School graduate ---Tayug National High School, Tayug, Pangasinan Philippines s.y 1996
Grade School -------       Carriedo Elementary School, Tayug, Pangasinan Philippines s.y 1992

TRAININGS & SEMINARS ATTENDED

In-Service Training Course--Solidphil Training Center, Philippines s.y. October 6, 2003-October 12, 2003

KNOWLEDGE & SKILLS
*Telephone & Front Desk Reception, Customer Service, Filling, Database & Records Management, Executive &  Administrative Support, Reports & Spreadsheets, Complaint Handling, Data Entry.
*Good communication skills in written and Spoken English

*Knowledgeable in computer operations Microsoft Excel, Microsoft Words, Internet

*Able to perform office systems and procedures

* Flexible approach to duties

*Team Player

*Other related tasks
*Valid UAE-Driving License
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