Albert 
SUMMARY OF QUALIFICATIONS
[image: image1.emf]As a professional individual, I am organized and dedicated with positive attitude and good work ethic. Adapt and adjust to different situations, tolerant and flexible. Able to handle multiple assignments/projects under high pressure, consistently meet tight deadlines, and produce quality results. 
WORK EXPERIENCE:

Document Controller / Secretary & Administration 

Al Sadeem Electrical Works Co. LLC 

Dubai, United Arab Emirates

February 2009 – 2016 

Duties of Document Controller
· Document archiving, document imaging and maintenance of document register for 
      Construction Projects and/or Detail Engineering Projects.

· Ensures proper document classification, sorting, filing and proper archiving. 
· Strong knowledge of Email, Computer Graphic, MS Word, MS Excel, MS Power Point, 

      Outlook, Photo shop, Basic AutoCAD.
· Reviews completeness of documentation and prepares document transmittals.

· Performs file backup to ensure proper storage and archiving of electronic document.

· Handling daily site correspondence such as Technical Submittals, Shop Drawings, RFI s, 

      NCR s, incoming and outgoing letters.

· Responsible for the electronic document management system. 
· Log and file all the incoming and outgoing correspondence.
· Prepare the status reports of the incoming and outgoing documents on weekly and monthly 
      basis.
· Liaise effectively with the Project Manager, Engineers, Site Staffs, and external contacts 
      on behalf of the project office.
· Maintains confidential records and filing of reports, correspondence and related 

      material for ease of retrieval.
· Maintain proper organization and storage of documents and information, provide full 
      admin support to the team.

Duties of Secretary & Administration

· Report to the General Manager.
· Reports preparation, Letter / memo composition, Meetings arrangements, following up on 
      invoices, emails and in house communication, receiving calls and transferring them to the 
      right personnel, Calendar maintenance, Meetings coordination, Handling phone calls, 
      recording minutes of meeting. 

· Prepare quotation for all inquiries of the client.

· Prepare budgetary estimate and detailed unit cost analysis and cost report.

· Re-measurement of shop drawings electrical works such as installation of SMD’S. 
      DB’S, Cable pulling, Panel Board, Glanding and termination, etc.
· Preparing NOC’s, Airside Pass, Landside Pass to Airport. Arranging Safety Induction 
      to all employee.
· Preparing daily, weekly and monthly report.

· Taking care of the day-to-day administration
System / Network Administrator

Yahzennet Internet Cafe

2005 – 2008

Philippines

Duties of System and Network Administrator
· Maintains, troubleshoot and manage the local area networks (LANs) and server.

· Troubleshoots and repairs computer workstations and internet connections with 
      attached peripherals.

· Evaluate and install computer hardware, Operating System, networking software and 
      Offices software applications.

· Perform data backups and corrupted recovery operations.

Data Specialist

SPI Technologies (Business Processing Outsourcing)

2003 – 2004
Philippines

Duties of Data Specialist
· Responsible for SGML/XML checking and modifying of article files in accordance to 
      validity of SGML/XML declared marked-up language and for the conformity of the 
      required DTD provided by the client.

· Analyses source document or electronic files. 

· Edit / Checks job after document analysis.

· Maintain an established data distribution system and schedule for the assigned project 
      based upon client.

· Keyed source documents in the client’s online website.

· Batches source documents according to predefined guidelines as well as job specifications
      and standards.
· Proofread keyed source documents according to the job specification.
· Modify files based on correction done on edit random printouts.

· Maintain the quality of service as required by the client and working on continuous 
      performance improvement to offer best quality services to the client.

· Capable in handling the goal target setting to submit and complete the task within the 
      stipulated deadlines as given by the client along with excellent quality work.

Customer Service
Puregold 
2001 - 2002
Philippines

Duties of Customer Service
· Demonstrate and provide information on promoted product.

· Create a positive image and lead consumers to use it.

· Distribute brochures and leaflets.

· Identify interest and understand customer needs and requirements.

· Set up booths or promotional stands and stock products.

· Excellent customer service skills.

· Handling complaints or passing them to a manager.

· Selling products or services.

[image: image2.bmp]
        





 �


         


 


Personal Information





Dubai


United Arab Emirates 


� HYPERLINK "mailto:Albert.380280@2freemail.com" �Albert.380280@2freemail.com� 








Core Competencies





Proactive, take initiative and well organized


Improved quality work


Strategic & Mission Planning 


Coaching and Mentoring


Team Building


Commitment and Excellence








Skills:





Good communication skills both written and oral.


Self-motivated


Maintain high level of energy


Team Leader


Computer Literate








Computer Skills:





Excellent command over 


MS Office – Word / Excel / PowerPoint / Outlook etc. all versions 


Internet applications


Well versed in Operating System (Windows 10,8, XP and Vista)


Basic AutoCAD / Aconex


Computer Troubleshooting











         











Education





Bachelor of Science and Business Administration


Major in Computer Data Management and Processing (CDMP)


Lyceum of the Philippines University


Graduated – April 2002








Personal





Religion: Christian


Visa Status: Tourist


Valid till July 2018








Reference





References could be furnished upon request.





























