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OBJECTIVE


 

To provide high quality of service and to become a part of a well-established company where I could share and expand my knowledge I have gained in my education, training and work experiences. And positive contribution that would fit my qualification and enhance my knowledge and to acquire a great variety of experiences for career growth and advancement.


 

Knowledge Skills and Abilities:

· Computer skills including the ability to use spreadsheet and word processing programs at a highly proficient level.
· Knowledge in MS Office Automation Software such as: MS Word, Excel, PowerPoint.
· Effective verbal and listening communications skills.

· Analytical and problem solving skills

· Decision making skills.

· Knowledge on Computer motherboard repair and troubleshooting, computer system architecture, signal trace and analysis, schematic diagram and board views. Efficient Soldering and De-soldering skill. Desktop and Notebook Assembly and Disassembly.

· Possessive positive attitude with ability to learn and improve
· Maintains 45-60 wpm typing speed


GULF WORK EXPERIENCE:

Arab Experts Engineering Consultants (AREX)
Al Jadaf Dry Dock, P.O.Box 11057, Dubai, United Arab Emirates
February 10, 2015 to present
SECRETARY/DOCUMENT CONTROLLER

· AREX Main Office

              May 01, 2016 to present

· Handle incoming / outgoing calls and divert to the respective persons.

· Re-direct calls as appropriate and take adequate messages when required.

· Welcome customers and visitors and directing them appropriately.

· Check fax machine for incoming faxes & delivers to appropriate personnel.
· Received Correspondents letters, transmittal, submittals from Client and Contractors
· Prepares documents, letters, transmittals, submittals, to be given Client & Contractors.

· Preparing Internal Memo for all company staff.
· Organize, receiving incoming and outgoing documents accordingly. Scanning, encoding and filling to proper folder all the final and commented transmittals, submittals, etc.

· Performs other related duties as required and assigned.
SITE SECRETARY/DOCUMENT CONTROLLER
· Stella Maris Residential Tower -  AREX Site Office, January 03, 2016 – April 30, 2016

· Makateb Offices Bldg Project (IMPZ) - AREX Site Office, February 10, 2015 to December 30, 2015
· Responsible for receiving, tracking, and recording all incoming and outgoing letters and  documents (submittals) 
· Ensuring sequential numbering system in each and every outgoing correspondence.

· Maintains and ensure proper filing system, keeping well-organized files and ensure confidential information and documents are handled with complete discretion.
· Classifies, sorts, files and retrieve correspondence, records and other site documents as requested.

· Answers/transfer telephone calls and relay messages to concerned personnel.

· Photocopying and Scanning of all documents.
· Performs other related duties as required and assigned.



OTHER EXPERIENCES:

OFFICE STAFF (Sale Executive)
Prolific Health Option and Trading Inc.

Tektite Bldg. Ortigas Pasig City

November 11, 2013 to September 10, 2014

· Helps orient and train newly hired employees.

· Prepares and submit reports as required by the supervising head.
· Conducts personal sales and offer our products to clients and center of influences.
· Maintains the collection efficiency rating on a periodical manner by monthly performance evaluation.
· Review data for deficiencies or errors, correct any incompatibilities if possible and check output.
· Update and maintain accurate data on computer systems.
REPAIR ENGINEER
Wistron InfoComm Philippines Corporation Service Business Group (former ACER Inc.)   

Subic Industrial Park I, Subic Bay Metropolitan Authority, Philippines

October 17, 2006 to October 26, 2013
· Repair Production Engineer (Line Person in charge - PIC) January 2, 2012 to October 26, 2013
· Provides extensive and good trainings for newly hired Engineers and operators for the function assigned to them.

· Provides technical support to Engineers for easy output and repair on defective motherboard assistance to different functions and duties.
· Provides effective plans for manpower allocations to reach a favorable output considering Customer’s demand.
· Provides an assurance for good quality and on-time delivery for all the commitments to customer.
· Observes Team spirit and discipline; pursue swift and effective execution among members.
· Communicates with other leaders, supervisor and manager to come up with an effective plan and approach for long term continuous innovation and process.
· Monitors the whole line in terms of productivity and quality 

· Online Repair Engr. (Desktop) Customer Service Department, October 17,  2006 to January 9,  2009
· Specializes in troubleshooting and repair of Desktop mainboards from customers such as Fujitsu,  WJP. Provides appropriate repair action for every functional and physical defects of mainboards.

· Analyze Power-On Self Test (POST) check points using Debug Card to determine mainboard conditions. (No Power or No Work)

· Interprets Schematic Diagrams to determine the component lay-outs and hardware architecture in solving the mainboards’ functional defects.

· Uses oscilloscopes, digital multi meter, and other equipments to trace and check the mainboard components signals.

· Performs chip replacement on mainboards using hot air blower and soldering iron.

· Performs Basic Input/ Output System (BIOS) IC programming using BIOS programmer.

· Coordinates with Engineering Teammates to solve problems and work related issues.

FAILURE ANALYSIS ENGINEER
On-Site-Support (OSS) SMS InfoComm (Czech) s.r.o. (former Wistron (Czech s.r.o) Czech Republic EU

K Letišti 1792/1 Šlapanice,  62700 Czech Republic

Technician (Online FAE.) January 10, 2009 to December 30, 2011  
· Focuses on the quality of motherboards end products from receiving to repair process down to   shipping.
· Provides deep and keen analysis for 2nd return mainboards; on where, what and why failure have occurred either on the customer or production side.
· Provides an analysis report base on finding the root cause of the problem, by starting from, 1. Receiving process, 2. Inspection process, 3. Repair process, 4. Rework process, 5. Testing process, 6. Visual process and lastly 7. Final Quality Control process.

· Relate and communicates to Managers, Department Heads, Business Strategic Officers, Planners, Shipping section and to Customers the outcome of root cause analysis.

· Provides corrective actions/counter measures and standard operating procedures the will help minimize or eliminate the failure encountered.

· Disseminates information gathered and solution to members and  announces immediate implementation of corrective action provided.
· LCD repair clean room and Depot repair.

TRAININGS AND SEMINARS


 

· AutoCAD 2014 with Color Rendering (March 10 2014 to March 20, 2014)

· Leadership Training ( March 08, 2013)

· ESD Training

· Engineering Instrumentation Training  ( February 17, 2006 )

· Power Plant Safety (February 17, 2006 )

· National Transmission Corporation – PENELCO ( December 13, 2005)

· 2x300 MW Masinloc Coal-Fired Thermal Power Plant – MCFTPP  ( December 20,2005)

· National Transmission Corporation – TRANSCO (November 30, 2005)

PERSONAL DATA


 

Age:


   32 yrs. old

Date of Birth:         August 09, 1984
Place of Birth:       Balanga City, Bataan
Citizenship:           Filipino
Marital Status:      Single
Religion:                Methodist
Dialect Spoken:    English, Tagalog 
EDUCATION AND ACHIEVEMENTS


 

Bataan Peninsula State University (formerly Bataan Polytechnic State University), Balanga City, Bataan, Philippines






       
March  2006
· Bachelor of Science in Electrical  Engineering
I hereby certify that all information contained herein are true and correct to the best of my knowledge and belief

_________________________
