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Position Applied:
Office Administrator - HSE / Administrative Officer / Technical Assistant
Career objective

To succeed in an environment of growth and excellence and earn a job which provides me work satisfaction and self-development and help me achieve personal as well as organizational goals both my career and to the management.
*PERSONAL DATA

Age



:
39 years old
Sex



:
Male
Place of Birth


:
Roxas City
Civil Status


:
Married
Nationality


:
Filipino

Height



:
5’7”

Weight


: 
77 kilos
Religion


:
Roman Catholic

Spouse


:   
Robelyn R. Cullo
  
Occupation  


:   
Editorial Staff
Father’s Name

:   
Mansueto C. Cullo
  
Occupation 


:  
Retired Marine Merchant Officer
Mother’s Name

:   
Roqueta F. Cullo
  
Occupation 


:  
Housewife
Languages or Dialects you can speak or write:
English, Tagalog, Arabic(Basic) 
Special Skills


:
Clerical, administration and technical skills & abilities.

Visual Basic Programmer, Proficient in Microsoft

Office Applications (Ms Word, MS Excel, Outlook, Management Information System (MIS), 
Photoshop, MS PowerPoint) SAP
*EDUCATIONAL ATTAINMENT

College


:
Colegio de la Purisima Concepcion





Roxas City
Year Graduated

:
1999
DEGREE
 

: 
BACHELOR OF SCIENCE IN COMPUTER SCIENCE
Elementary Level

:
Filamer Christian College






Roxas City

Year Graduated

:
1990
Secondary Level

:
Saint Mary’s Academy of Capiz





Roxas City

Year Graduated

:
1994

CERTIFICATE OF DIPLOMA
 : 
6 MONTHS HEALTH CARE GIVING COURSE
Year Graduated

:
St. Anthony College and Hospital






2005
*WORK EXPERIENCE

1. HSE - Office Administrator
ABU DHABI GAS DEVELOPMENT COMPANY LTD. (AL HOSN GAS)
Operation Division Shah Gas Plant

HSE Operations Department

Hameem, Abu Dhabi, UAE

(From September 07, 2014 – Up to present)

Job description:
HSE & Emergency Response Team Administrative support such as making memo, circular, HSE Standing Instruction, HSE awareness, HSE Alert and filing HSE correspondence, making department attendance report. In-charge for issuing Permit to work authority cards, Plant Access card & Access card to Red Zone. Handling SAP, purchase order, Task order, Service Order & PPE request & Issuance. Support for HSE inspection and PPE distribution. Handling minutes of meeting for HSE Operation department. Administrative support for HSE and ERT Department. Coordinate with other department for HSE and Administration concerns and matters. Support and monitors to Management of Change (MOC) and Permit to Work (PTW), Conducting HSE Inductions for Visitors, Vendors and for urgent access purposes, Monitors Permit to Work Authorities and Appointments. Vehicle Inspections. Report and monitors unsafe act and conditions. Circulating HSE Memos, HSE Standing Instructions, HSE Alert (by mail, SMS and department focal point. Organizing meeting with vendors, extended leadership team, contractors, vendors. Taking minutes of meeting. Arrange HSE trainings. Edit and prepare HSE presentations.  Handling Contracts of the vendors & contractors. Making Service Order, Task Order and GRN in SAP. Recording Incident report and investigations.
2. Office Administrator – Technical Documentations & HR
GS ENGINEERING & CONSTRUCTION CO. (GS NEOTEK CO. LTD.)
RRE2 – Oil & Gas Refinery Expansion Project ( Ruwais )

P.O. Box. 93044

Musaffah, Abu Dhabi, UAE

(From June 16, 2012 – September 6, 2014)
Job description:
Supervising, Monitoring, Maintaining & Planning for office document circulation with all office personnel.

Administrator for Visa Processing, CNIA Gate passes, 

Insurance, Emirates ID & Labor Card. Handling and 

Processing government documents. Monitoring in-coming & out-going manpower, handling all business correspondence, making administration reports. In-charge for safe keeping of





201 file of all workers. Administration & clerical works. CV&





Resume evaluation, Making transmittal and submittals 






of documents, handling travel/air ticket arrangements. 





Arrange interviews for applicants. Support in Finance and 






Accounting works. Coordinate with company Public 

Relation Officer. Arrange government documents to be submit and for completion. Update and monitor all employee contract and agreement. Food catering and accommodation coordinator.

3.  Executive Assistant / Administration and Documentations

EL-KHEREIJI CONSTRUCTION CO. LTD.

P.O. Box 25, Dammam 31411

Kingdom of Saudi Arabia

(From August 13, 2009 – September 28, 2011
Job description

:
Handling and process manpower working visas, 

mobilizing manpower to their site assignments. handling and process government documents, Handling constructions, documents, handling workers contract and files. Real Estate records and documents and tenants records. Request for quotations, purchase order, Internal memo, In-charge for safety keeping of 201 file including passports. Document controlling, clerical works, reviewing applicants resume, follow up orders and quotations, checking deliveries, updating employees records, operating fax machine and telephone calls, operating identification card machine, updating prices records, making submittals and distribution of documents, handling travel arrangements, handling leave, terminations, safety warnings & transfer letters. Update and monitor all employee contract and agreement. Food catering and accommodation coordinator.
4. Administrative Assistant  - Employee Relation
MIDMAC Contracting Company W.L.L.

New Slata Interchange, C Ring Road. P.O. Box 1758

Doha, QATAR

(From November 17, 2008 – April 17, 2009

Job description
:
Handling and process manpower working visas, 
Mobilizing manpower to their site assignments. Handling 
and process government documents. Handling workers 
contract and files Request for quotations, purchase, 
order, Internal memo, In-charge for safety keeping of 201 
file, document control, clerical works, , reviewing applicants resume, follow up orders and quotations, checking deliveries, updating employees records, operating fax machine and telephone calls operating identification card machine, updating prices

records, making submittals and distribution of documents, handling travel arrangements, handling leave, terminations, safety warnings, transfer letters. Update and monitor all employee contract and agreement. Food catering and accommodation coordinator.
5. Executive Secretary -  Quality Control Workshop Office
Abdullatif Al-Arfaj Brothers Holding Company

ATC Specialist Welding Services

P.O. Box 2531, Al-Khobar 31952

Kingdom of Saudi Arabia

(From February 2006 – April 2008)

Job Descriptions

:
Payroll, prepares financial report, filing, encoding,






receptionist, accounting works, making invoices and 






delivery notes, memo’s and letters, taking minutes of





meeting, operating fax machine, supervising and






checking work jobs and checking for safety, handling






travel arrangement,  receiving orders from clients,






managing projects, knowledge in prizing of steel






materials and with driving skills and  purchasing. 
6.  Financial Secretary

    

Our Lady of Mt. Carmel Parish and Shrine   

Mansion Road, Roxas City



(From May 1999-December 2005)

Job Descriptions

:
Encoding daily reports, encoding baptismal






and nuptial records and reporting financial






status, accounting works
7. Accounting Clerk
 (Internship)
    
Development Bank of the Philippines    
Roxas City – Branch
(from September 1998-March 1999)

Job Descriptions
:
Filing clients checks and printing accounting 



Reports, memo and letters
TRAINING ATTENDED
Business Technical Writing


By :
Select Training Management LLC

Defensive Driving Course


By: 
Ecompass Safety 

SAP Management Training


By:
AL Hosn Gas SAP Team

I HEREBY CERTIFY that the above information is true and correct to the best of my knowledge and belief.
