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Full Name:

Jayson
Jayson.363573@2freemail.com 
 

OBJECTIVE:



I am looking for a position in a leading company that utilizes skills and offers growth opportunities, in an environment where talents are appreciated, efforts are rewarded and personal growth is encouraged.
Computer Knowledge:


Data entry using Microsoft Excel & Word. Power-point for presentation, Photo Editing using Photoshop, 

Picture Manager & MS Paint.

WORK EXPERIENCES:
STORE KEEPER at QG -Warehouse – Aug. 2014 to Present at Qatar Gas Operating Co. Ltd.

 (Man-power supply through AYTB co. ltd.)
· Receives and inspects all incoming materials and reconciles with requisitions/delivery sheet.

· Checking variations and damages to be recorded and put in MDR (Material Discrepancy Report). 

· Checking the materials part number & descriptions if it’s matching on the delivered materials.

· Checking expiration dates and sends report to concern staff for appropriate actions. 

· Scanning & labeling of bar codes indicating PO number, descriptions & Stock number.

· Stacking, arranging and verifying materials for specific temperature and stored appropriately. 
· Checking quantity on hand, packing & binning of materials (FIFO as per exp. date).

· Maintaining, storing and recording area in a neat and orderly manner.

· Issuing of materials as per end-user’s request.

· Doing any ad hoc duties required.
OFFICE CLERK – Feb. 2014 to Jul. 2014 at Al-Yusr Townsend & Bottum Co. Ltd. (AYTB-Qatar).

· Performs data entry of (SRIV)-Store Receipt/Issue Voucher and invoices via Microsoft Excel, filing of   Purchase Orders (PO's) for the Procurement department.

· Submits Invoice payments to Accounting department.

· Performs clerical works for HR department.

· Attends all telephone calls at the reception area.

· Doing any ad hoc office activities.
PTW (Permit to Work) Receiver – 2009 up to Jan. 2014 at Al Yusr Townsend & Bottum Co. Ltd. (AYTB-Qatar).

· Prepares Permit for the assigned task to be done in & outside the QP- Plant. Conducts planning in preparation for the up-coming scheduled works. Doing a small brief of toolbox meeting to remind the team about safety precaution and awareness-(Do’s and don't inside the QP-Plant). Process the necessary “Permit to Work” documents with close coordination with QP (Qatar Petroleum)-Admin Planning, Permit Applicants, Plant Engineers, Plant Supervisors and Operators. Submitting daily updated reports to AYTB admin office.
AYTB - Projects Attended:
· GC-7500

>Man Power Supply at Qatar Gas Operating Co. Ltd. as Technical Assistant & Store Keeper.
· GC-7300

>Work as Permit Receiver for the Removal and re-installation of SRV-(Safety Relief Valves) for servicing/calibration as per schedule or emergency calls.
· GC-2900

>Work as Permit Receiver for Beautification of QP Gas Recycling RG-Plant (ARAB-D) Installation of Side-walk interlocks, spreading of Aggregate Stones inside and outside the plant, road works, tree planting with irrigation system, and structural work of chemical storage area.
· GC-154

> Work as Permit Receiver for Installation of Electronic water flow meter within QP (Qatar Petroleum)-Dukhan area, including installation of security fences.
 Previews Work Experiences:

E.C.E. Technician 1 – 1999 to 2007


Olongapo City Colleges

Technical Support Staff – 1998 to 1999


Olongapo City Training and Employment Center (OCTEC)

Technical Support Staff – 1997 to 1998


Subic Bay Metropolitan Authority - (SBMA) Training Center
EDUCATIONAL BACKGROUND:

DATE:

SCHOOL:




COURSE/LEVEL:
· Jan.-Feb.1997  


Subic Bay Metropolitan Authority

Basic Computer Literacy

· Jan.-Feb.1998


SBMA-Training Center



Level-1 Internet Training

· 
Dec.10-20 1995

Thomson Audio Philippines


On-Job Training in Production 










Line & 
Engineering Dept.

· Nov.1993 to 1995

Central Luzon Institute of Science

Electronics Technology







& Technology
Colleges




· 1990 to1993


Virgen de los Remedios Colleges

Secondary

· 1983 to 1989


Holy Infant Jesus Study Center


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