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EDGAR C. SARMIENTO
Address:  Karama, Dubai, United Arab Emirates
E-mail address: edgar.342506@2freemail.com
	Career Objective:



To seek challenging oriented career in a competitive work environment wherein learning ability and skills can contribute for the achievement of organizational goals.

	Skills & Qualifications:


· Over 4 years of working experience in Clerical and Office staff functions.

· Basic skills in MS Excel, Word, Outlook, PowerPoint and Internet (E-mail) applications.

· Good in oral and written communication skills both Filipino and English

· Hardworking, keen to details, analytical and independent.
· Interpersonal and Communication skills

· Patience and Suggestive attitude

· Good hands on problem solving skills

· Clear practical and analytical mind

· Ability to work in a team

· Highly organized and enthusiastic; able to prioritize effectively to accomplish multiple tasks and complete projects or programs under pressure.
· Skilled in cultivating relationships with both clients and colleagues; consistently meet client expectations and critical deadlines. 

· Self-motivated in planning schedules ahead of time; able to manage projects, program and team members in operation or implementation. 

· Team-driven and resourceful; thrives on challenges; fast learner. 

· Sharp business acumen demonstrated through entrepreneurial and work experiences. 
· Excellent time management abilities; quickly identifies and completes daily priorities according to need, urgency, and special situations. 

	WORK EXPERIENCE:


	Cosmetica Beauty TradingLLC. 

Dubai,UAE


Logistic Clerk /Storekeeper
August 2014 – Present

	Medford RX Solutions Inc. Trade Name: Med Express Drugstore)
Manila, Philippines 


Online Healthcare Supervisor
September 2012 – 2014

Duties and Responsibilities:

· Establishes insurance policies by obtaining client information; determining eligibility; maintaining database.
· Perform administrative work and quality assurance to facilitate the scheduling of deliveries and the accuracy and completeness of records 
· Obtains client information by answering telephone calls; interviewing clients; verifying information.

· Determines eligibility by comparing client information to requirements.

· Establishes policies by entering client information; confirming pricing.

· Informs clients by explaining procedures; answering questions; providing information.

· Maintains communication equipment by reporting problems.

· Maintains and improves quality results by adhering to standards and guidelines; recommending improved procedures.

· Updates job knowledge by studying new product descriptions; participating in educational opportunities.

· Accomplishes sales and organization mission by completing related results as needed.
	DUENAS ENGINEERING, DESIGN AND CONSTRUCTION

Sabang, Lipa City, Batangas Philippines 


Receptionist / Office Secretary
September 2010 – 2012
Duties and Responsibilities:
· Answer phones and obtain adequate information from caller to route incoming calls to appropriate personnel.

· Responds to routine inquiries and provides information about the Firm such as address, directions, fax number, web site, and other similar information as appropriate.

· Greets and assists visitors in a courteous and professional manner.

· Maintains and update visitor’s log, incoming and outgoing documents.

· Receives, sorts, distributes incoming mail and package deliveries and arrange courier pick up.

· Prepares conference or meeting rooms.

· Performs miscellaneous clerical duties. 

· Performs other related duties that may be assigned by the manager.
	RBT CONSTRUCTION
Mataas na Kahoy, Batangas , Philippines


Document Controller
May 2008 to August 2010
Duties and Responsibilities:
· Input document data into the standard registers ensuring that the information is accurate and up to date.

· Generate the various document control reports as required.

· Typing of site documents, and follow up of all the site needs

· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable

· Maintain updated records of all approved documents and drawings and their distribution clearly

· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability.

· Maintain the files and control logs as required by the project.


	EDUCATIONAL BACKGROUND:


College:           Eulogio Amang Rodriguez Institute of Science and Technology

                         Nagtahan Sampaloc Manila.



 Bachelor of Science in Electrical Engineering Batch 2002

Secondary:
Mariano Marcos High School



Dr. M. Carreon St. Sta. Ana Manila.



Batch 1996

Primary:          F. Ma. Guerrero Elementary School



Pedro Gil St. Paco Manila.



Batch 1992
	PERSONAL BACKGROUND


Age

:
37 years old

Birth date
:
March 12, 1979
Birth place
:
Manila, Philippines

Civil Status
:
Married
Citizenship
:
Filipino

Visa Status
:
Employment Visa
	REFERENCE
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