VLADIMER

VLADIMER.363670@2freemail.com
OBJECTIVE:
To work, learn and grow in an organization and be an instrument in driving beyond its mission by adhering to its values, cultures and by utilizing my potential skills and experiences to its fullest.
PROFESSIONAL EXPERIENCES
ALSTOM TRANSPORT SA

Project
:     RTA Dubai Tram

December 19, 2013 to June 30, 2015
Project Office Assistant

· Assist in procurement process by preparing purchase request, gathering quotations from potential suppliers, defining feasible offers and placing relevant purchase orders.
· Manage database of receipts and pending orders and directly communicate with suppliers locally or abroad.

· Receive and distribute accordingly after assuring quality of purchased materials as per subsystem.

· Handle logistic requests of sending materials/ equipment overseas.

· Assist in material monitoring at the main warehouse by updating store system database.
· Maintain records of annual leave and prepare air ticket purchase orders of all site employees.
· Handle air ticketing/ visa arrangement/ hotel booking for company personnel and newly employed

· Manage meeting room and venues locally either for internal or external functions.

ALSTOM GRID (formerly AREVA T & D)
Project
:     Supply, Installation, Testing and Commissioning of Power Substation (400/132/33kV, 132/11kV)
March 27, 2008 to October 30, 2013
Project Site Assistant
· Responsible mainly in managing project site office related concerns like urgent and minor local purchases documentations, site expenses, and coordinating with subcontractors, clients, consultants and suppliers.
· Prepare purchase requisitions for materials and supplies.
· Prepare and submit periodic status reports and follow-up of purchase request.

· Handle and budget site petty cash allotted for site on monthly basis.

· Control an archive of construction material documents, receipts, drawing sheets and civil works papers.
· Maintain a customize store database for effective documents and material monitoring.
· Receives call, send fax/ emails and perform general clerical duties.
· Perform receiving, storage and issuing of materials, supplies and various instruments required at the project site.

SAUDI ARCHIRODON – ALMASAR

Project
:     Repair of Desalination Plant 

Project Site
: 
Saline Water Conversion Company - Al Birk, Kingdom of Saudi Arabia
Oct. 2005 - March 2007
Project Site Assistant cum Storekeeper
· Manage and organize store operation through systematic means of ordering, receiving and issuing of demand items and accurate physical inventories of existing materials.
· Procure local materials on urgent basis if demanded at site.

· Budget and maintain petty cash allotment provided to site on monthly basis.
· Prepare and submit status reports, demand bulletins and material waybills.
· Maintain a customize store database for effective material monitoring.

· Control an archive of various construction material related and drawing documents.
· Translate sketches into detailed CAD drawings as the basis of the construction project.
· Work primarily from the specifications and input of the Site Lead Draftsman.
· Construct structural drawings based on the present plan for demolition and construction.
· Adjust drawings for revisions as per client’s specification.
SAUDI ARABIAN AIRLINES / ALMAJAL SERVICE MASTER

Unserviceable ComponentsControlCenter – Shop Production Planning and Control (UCCC – SPPC)

TechnicalServicesBuilding, KingAbdulAzizInternationalAirport

Jeddah, Kingdom of Saudi Arabia

Dec 2000 - Dec 2004
Technical Information System (T.I.S.) Data Operator
· Control, gather, manage and register aircraft components’ data from shop order documents generated for shop production and planning using the T.I.S. and internal database.

· Customize database programs using MS Access for components handling and monitoring.
· Update information of component status using the T.I.S. or the Material and Engineering Management Information System transactions.
· Provide relative reports intended for production planning and monitor aircraft componentsundergoing shop repair and respectively update their status.

· Prepare all aircraft equipment repair order bills and purchase orders for units going out-of-kingdom.
· Maintain an archive of shop orders, move tickets and Pending OOK copies of all technical shops.
· Coordinate with different Engineering Departments to resolve problems such as Trouble Bin items.

· Handle internal customer queries on aircraft component status regarding OOK and Trouble Bin. 

· Perform secretarial and clerical functions such as documents controlling and filing, preparing and submitting internal and external communication letters, memos, emails, fax letter and telexes.
LAND TRANSPORTATION OFFICE / TARDECILLA VERDOLAGA & CO.
Mar 2000 – Dec 2000
Data Controller
· Orderly maintain an archive of regional Vehicle Receipts, Licenses Copies and Stock Certificates.

· Monitor and proofread data input from the Motor Vehicle Registration System for effective control.
· Prepare regional motor vehicle registration receipts needed for initial encoding.

· Input data from the client’s documents or stocks to the Drivers Registration System database. 

· Encode data from confiscated licenses and plates to the Licenses and Tariffs System database.
· Ensuring all superseded documents are retrieve and archive.
· Coordinate and assist group leader and supervisor regarding possible program modification to upgrade existing database system.

SANKO SYSTEMS SERVICES, INC.

Oct 1997 – May 1998
AutoCAD Operator

 Interpret and apply P&ID concepts for a more detailed instrumentation designing.

 Construct drawing backgrounds and equipment layouts.

 Modify existing drawings as referred and revise instrument data as per clients’ preferences.

 Collect, sort and prepare engineering documents.

 Coordinate with different fabrication shops for any given project requirements.

 Estimate material cost, procure project materials and deliver items to designated project areas.

FELS ENERGY MANILA INC.

June 1994 – May 1997
Assistant Barge Engineer / Operator
 Operate and monitor power generators, lube oil and bunker fuel purifiers, fuel and water pumps, air compressors, boilers and other barge accessories.

 Perform minor repairs and periodic maintenance of equipments.
 Perform routine check-ups and record periodic status of all equipments.

 Periodically report to immediate supervisor/s regarding equipments’ working conditions.

 Attend, check and reset alarms as remotely signaled by equipments and generators.

 Ensure safe housekeeping to prevent oil spillage, fire and injuries.  

 Disseminate information laid by the Shift Engineer and Power Plant Manager and provide additional instructions if necessary.

 Assume the position of Barge Engineer in the absence of the immediate superior.
SPECIAL SKILLS

· Computer proficiency in Windows environment and in various computer applications such as MS office (Word, Excel, PowerPoint, Ms Access), Visual Basic, HTML and the Internet

· Excellent encoding/ Typing Skill (40-50wpm)

· Efficient in doingprocurement and sourcing of supplies, highly competent in clerical jobs such as writing correspondence, archiving and document control
· Knowledgeable in AutoCAD, Mechanical Drafting and free-hand drawings
· Driving (Philippines’ Driver License)

EDUCATIONAL ATTAINMENT
	College :
	Bachelor of Science in Mechanical Engineering
	PolytechnicUniversity of the Philippines

June 1988 to May 1993

	Vocational :
	Programming in Business Systems
	SystemsTechnology Institute College – Recto

June 1998 - Feb. 2000

	Short Study :
	Java Programming Fundamentals
	Meralco Institute Foundation

July 11 - Aug. 02, 2005

	
	Visual Basic Programming and HTML
	Genetic Computer Institute

March – April 2000

	
	AutoCAD for Professionals
	Crescent Technologies Institute

May – June 1997


PERSONAL BACKGROUND

Date of Birth
:
November 4, 1971

Sex

:
Male

Civil status
:
Married
Nationality
:
Filipino
Religion
:
Christian


Languages
:
English and Tagalog

Height

:
5 ft., 7 in.

Weight

:
180 lbs.

