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Ryan 
Ryan.367197@2freemail.com 
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Career Objective
To be able to apply my significant knowledge & skills that will provide room for career advancement and professional growth that can also be beneficial to the company.
Personal Data


Age: 

25 years old

Birth Date:

November 04, 1991

Birth Place:

Bataan, Philippines

Civil Status:
Single
Skills / Interests
· Proficient communication skills in Filipino and English

· Willing to learn new things that could enhance one’s ability to do well

· Computer Literate (MS Word, Excel, PowerPoint)

· Capable of working under pressure
· Can work independently
· Flexible and Hardworking

· Sense of Responsibility
· Can type 50-55 words per minute (WPM)

Work Experiences
Clerk/ Radio Operator, Helicopter Landing Officer

National Drilling Company, Offshore Drilling Division

Salam Street, Abu Dhabi, United Arab Emirates
December 07, 2015 – Present

Job Duties and Responsibilities

· Provides administrative support to Operatios Offshore divisions
· Reports directly to Barge Captain/Engineer and Rig Manager
· Maintains all radios (VHF, SSB, Chopper, Portable) on board
· Attends calls incoming and outgoing from Supply boat and helicopter
· Attends helicopter
· Maintains all crews’ records on computer and file folders
· Maintains all crews’ attendance in SAP software system
· Maintains all crews’ helicopter (ingoing and outgoing) flight booking
· Prepares documents for (Security and ADMA card) passes of crew for renewal application
· Coordinates to different rigs whenever necessary
· Prepares Daily Drilling Report
· Updates and maintains personnel on board tee cards in muster and lifeboat station
· Receives weather report daily and makes observation of sea condition as required by the supervisor
· Carries out other similar or related duties such as maintaining personnel records, typing routine correspondence and reports, maintaining radio room clean and tidy, observing Company’s safety procedures and regulations.
Customer Service Associate

Progolf International, L.L.C.

Abu Dhabi, United Arab Emirates
September 3, 2014 – October 31, 2015
            Job Duties and Responsibilities

· Provides assistance to customers according to their demand for better customer satisfaction and company's product promotion.
· Handles calls (inbound and outbound) for customer’s requests and reservations.
· Coordinates to other branches for customer’s requests and reservations.
· Ensures customer requests are properly followed-up.
· Accepts payments via WinPOS System.
· Ensures maintenance of the item display.
          Accounts Receivables/Payables

IVC Immigrant Visa Center, Inc.

Prestige Tower Condominium, F. Ortigas Jr. Road

Ortigas Center, Pasig City, Philippines
February 25, 2013 – July 15, 2014
Accounts Receivables Job Duties and Responsibilities
· Accepts payments from the clients.

· Billing and collections.

· Prepares the daily collection report and submit it to the Finance Team Leader and HR Officer.

· Reports expected monthly income to the C.O.O. 
· Do banking to the daily collection.
· Prepares monthly communication bills of the individual employees.
· Forwards the check payment request form to the Accounting head to be forwarded to the C.O.O.
· Clerical/ Administrative works:
-Conducts Administrative review for ongoing clients’ cases with the C.O.O.

-Filing of clients’ folders and ledgers

-Typing of checks and vouchers; then disburses to company vendors

-Accepts calls and transfers to the concerned person

Management Information System (MIS)/
Operations Assistant
Eaglewatch Security Services

92-A Prosperity West Center West Avenue, Quezon City, Philippines
January 2012 – January 2013
Job Duties and Responsibilities

· Reports directly to the President.
· Handles and screens telephone calls, mails and messages.
· Prepares needed requirements for renewal of government clearances, renewal of client contracts and etc.
· Responsible for maintaining all Operations Department files.

· Prepares files and disseminates letters, correspondence as directed.

· Prepares e-mails for clients.
· Reads e-mails and relay to the person concerned.
· Prepares materials (Powerpoint) for The President’s and/or Operations Manager ‘s clients presentation.
· Supervises new office staff employee.
· Attends client’s meeting with the President and/or the O.M.
· Examines office employee applicant’s typing speed test.
· Calls Officer-in-Charge in different deployment for office related issues prior escalating concerns to the O.M. and President.
· Handles 1,000++ security guards’ personal information on database.
Educational Background:


Tertiary



Holy Angel University


2007 - 2011



Bachelor of Science in Nursing







Sto. Rosario St., Angeles City, Philippines


Character References are available upon request.[image: image2.jpg]



