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ERIC
ERIC.357364@2freemail.com  
Career Objective:
To work in a reputed company with challenging roles and responsibilities in order to practice and enhance my knowledge and capabilities in the field of my career and profession.
Summary of Qualification:

· Nine years’ experience in telecommunication document control, document imaging, document archiving, and maintenance of electronic and physical documents.
· Skilled in reviewing and preparing statistics and reports.
· Ability to interact and coordinate with internal and external business partners.
· Strong interpersonal, analytical, and teamwork skills.
· Knowledge of Inside plan and outside plan work such as building fiber installation, civil works for outdoor fiber cable.

· Knowledge in Oracle procurement, Adobe Acrobat, OPNET, GDPT, CBCM system.

Educational Qualification:

Bachelor of Science in Electrical Engineering 

Tarlac State University 

Tarlac City,Philippines

Work Experience:
Metro Contracting Est.
Position Held: Document Controller / Project Coordinator /Back Office
Inclusive Date: September 2008 up to Present

Jobs Description:

· Conduct site survey for cable routing, drop cable, duct route, civil blockage and material Requirements of the project, Floor plan, Requisition materials and supplies.
· Prepare Bill of Quantity for each every project received.
· Store and maintain company documents in both electronic and physical forms.
· Issue and prepare materials for each project using Oracle procurement.
· Update and check customer details using Corporate Billing Customer management (CBCM) to ensure customer information e-life service is updated.
· Update and upload project cable and civil works site diaries using OPNET.
· Support customer service inquiry regarding any issue from there e-life service and introduce new product and promotion from ETISALAT.
· Scan, image, index, and organize documents project wise.
· Follow process and principles of company's document lifecycle procedures.
· Archive, control, and retrieve records as and when needed.
· Classify, sort, and categorize documents in alpha-numerical order.
· Control issuance of documents and seek proper approval for the same from senior authorities.
· Perform quality check on documents by following document control processes.
· Filing and keeping the entire important and confidential document in a
systematic manner.
· Monitor and update material stock for all project and submit to Etisalat Store supervisor.
· Coordinate and Schedule meeting with building Owner or administrator explain the work of scope for converting new technology from copper to the FFTH for permission purposes.

· Supervise, coordinate and schedule the Daily activities of workers Technicians helpers and laborers.
· Resolve work problems and recommend work measures to improve productivity.
· Prepare work progress Daily, Weekly and Monthly reports using Microsoft Word & Excel.
· Prepare site diaries for completed project and submit to Etisalat engineers for checking and reconciliation of materials
· Prepare Invoice after completion of the project and submit to Etisalt project management
· Submit completed installation Report, as built drawing, DSR, Material reconciliation and Splitter or unirack port detail.

· Prepare daily timesheet for technician and labor supply.
1 Year Back office support and Controller  under Etisalat 

· Leading a team of 20 Field Technicians

· Supporting field technician for customer information inquiry using Corporate Billing Management.
· Supporting field technician for giving accurate data of customer e-life services
· Technical support on field technicians   like modem configuration, Setup Box capturing etc. using Provisioning Management System (PMS) and ISO coordination.
· Assign work to all technicians thru FOS, and monitoring all task (fault/service order)

· Supporting customer  for any technical  issues or inquiry regarding their e-life service

· Calling customer for appointment for their e-life application.

· Calling customer for quality service and introduce new service for Etisalat.
Senior Sto. Nino Hospital

Position Held: Billing Officer 

Inclusive Date: September 2007 up to 2008

Jobs Description:

· Maintain up-to-date records of patient demographic information on data collection systems

· Process billings to patients and third party reimbursement claims such as insurance firms

· Conduct research to respond to patient concerns regarding billing and account information

· Monitor unpaid claims and contact customers by sending them payment reminder as required

· Balance daily batches, prepare, and distribute income and statistics reports

· Perform administrative tasks such as receiving phone calls, replying emails, and using word processors to prepare reports

· Process patient statements, post transactions, and ensure accuracy of inputted data

· Determine if an unpaid claim calls for legal settlement

· Establish payroll deductions in order to secure outstanding balance payments for employee welfare

· Ensure compliance with standard procedures and policies in performing job operations

· Protect hospital reputation by maintaining confidentiality of client financial information

Additional Skills: 

· Well versed with MS office Application (MS Word, Excel etc.).
· Good system Knowledge PC troubleshooting, PC Upgrades

· Good Knowledge software installation (win95/98/ME/XP/2000/win7/win8)

· Knowledge to interpret primary and secondary network plan (i.e. OSP As built diagram and splicing diagram.
·  Fiber Utilization diagrams.

Personal Details
Civil Status        : Married

Nationality         : Filipino 

Visa Status        : Visit Visa

Visa Expiry        : 4th of Sept 17
I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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