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JOSE                                                                                
Facilities Management / Administration Coordinator
Jose.391864@2freemail.com 

With valid UAE Driving License & Possess own car

PROFILE SUMMARY

Versatile, enthusiastic , and result driven professional with track record of more than 25 years of experience gained within leading companies in the UAE and Philippines.  With proven expertise in providing Property and Facilities Management, administrative and office support services and abilities in performing wide range of administrative works, recruitment of staff, and personnel relation. Have excellent know how of import/export documentations and all customs, trade and free zone formalities for shipments moving to and from UAE.  With exceptional skills on interaction with clients, sellers and other government authorities.  Displayed skills in performing under pressure and setting work priorities with keen attention.  Known to be sociable, can mingle and effectively deal with multicultural clientele and ensure customer satisfaction.  Dedicated and self-motivated team player having excellent communication, analytical, problem solving, and time management skills.  Seeking for a more challenging role in Facilities Management Services, Administration or Human Resource management in any industry to broaden knowledge and utilize my experience.

STRENGHTS:
· Excellent Command Over Administration       

· Effective Planning and Coordination

· Excellent Customer Care
· Adept with Documentation Procedure

· Excellent in CAFM system 
· Knowledge in Document Management System (DMS) and Oracle Procurement System 
· Experienced In Shipment Operations  

· Negotiation-Public Relations Skills     

PROFESSIONAL EXPERIENCES

FACILITIES MANAGEMENT HELPDESK/ CUSTOMER SERVICE- TEAM LEADER                                  April 2014 to April 2019
DPC, Dubai, United Arab Emirates 
Duties Responsibilities:

· Management of CS/HD staff; set objectives, be consistent, actively manage performance and develop skills
· Ensure CAFM system is utilized to its maximum capacity.

· Organize staff, including shift patterns and the number of staff required to meet demand
· Maintain an excellent relationship with the Operational Team
· Ensure customer support meets/exceeds requirements
· Maintains the Planned Preventive Maintenance (PPM) monitoring sheet

· Monitors and manages the Planned Preventive Maintenance (PPM) schedule

· Provide performance measurement reports for all aspects of the customer service/helpdesk operation
· Monitoring calls to improve quality, minimize errors and track operative performance
· Prepares and generates monthly reports; work orders status per DSC business entities and properties with AMC contracts 

· Ensure all work orders raised are properly assigned to designated supervisors and service providers

· Monitoring and follow ups of open/ pending work orders assigned to supervisors and service providers

· Managing all and handling the most complex customer complaints or enquiries.
· Devising Service Level Agreements and Key Performance Indicators for each aspect of the service in the Customer Service , to ensure 100% client satisfaction
· Developing feedback or complaints procedures for customers to use – conducting customer satisfaction survey
· Meeting with other managers to discuss possible improvements to customer service
· Controls and approves day to day operational requirements of the help desk department.

· Performs other task as delegated by the Operations Manager from time to time
· Receiving payment & issuing payment receipts using the accounts system in the absence of accounts cashier

· Prepares the daily payment collection & submits to accounts department
FACILITIES MANAGEMENT HELPDESK/ CUSTOMER SERVICE


                           June 2009 to April 2014
DPC, Dubai, United Arab Emirates

Duties & Responsibilities:

· Handle, manage, and supervise FM and DLP issues of Victory Heights & CRW in Dubai Sports City.

· Controls and approves day to day operational requirements of the help desk department.

· Liaise and coordinate joint inspections for consultants, contractors, & project team in identifying and assessing DLP issues.

· Coordinate and schedule verification and rectification works of the contractors and subcontractors.
· Planned Preventive Maintenance (PPM)monitoring and scheduling
· Responsible for monitoring workers (plumbers, technician, electrician, & etc.) on site in safety and security policies are being followed.

· Discuss function and rules & regulations of FM to new villa owners/tenants during handover.

· Introduce and initiate handy man services to owners and tenants thereby producing business opportunity to the company.

· Attending to walk-in clients to deal with their queries and complaints, assisting the FM team in closing work order request.

· Follows up pending issues to the contractors and subcontractors.

· Conducts snagging prior to handover of villas along with the owner and contractor.

· Classifies complaints either under DLP or maintenance.

· Respond to inquiries and complaints from owners, contractors and consultants through different modes of communication in regards to issue in compliance, planning and licensing. 

· Process documents for application of No Objection Certificate for modification and Property transfer.  

· Prepare daily collection summary report for the additional services rendered to owners.

· Submits daily collection with cash/cheques for service providers.

· Maintain and regularly update work order database of all contractors and ensure that pending issues are forwarded to the concerned CSR’s for follow up with the contractor.

· Coordinate and monitoring of grocery and stationery requisition on monthly basis for FM department.  

· Performs other administrative or office duties as required or assigned.

ADMINISTRATOR / COORDINATOR






September 2007 to March 2009
Nakheel Asset Management

Dubai, United Arab Emirates

Duties & Responsibilities:

· Responsible for the inventory management of all office equipment’s and supplies.

· Coordinating with Nakheel Asset Management Satellite Offices including Discovery Gardens, Jumeirah Village, Palm Jumeirah Offices and International City about equipment’s or stocks inventories.

· Seeking and ordering groceries, stationeries and other office equipment’s through Oracle and direct order to suppliers.  Following up orders from suppliers and ensuring timely delivery.

· Preparing invoices and local purchase orders for finance payments.

· Providing support to HR for the newly hired as well as staff leaving the company.

· Coordinating with manager and General Managers on needed equipment’s for new staff.

· Preparing the location and workstation for new hires and issuing office equipment’s such as computers, printer desk phones, mobile phones and other related equipment’s as needed.

· Attending to problems, queries and daily requests of all staff as well as office equipment’s faults and coordinating with service providers for its maintenance.

· Supervising work of all cleaners/ office helpers daily.

· Watching and filing staff phone bills and ensuring timely payment.

· Performing data entry in Documentation Management System (DMS); managing incoming and outgoing documents 
· In charge of office moves and staff transfers.

AIR IMPORTS EXECUTIVE







November 2005 to August 2007
Eagle Global Logistics

Dubai, United Arab Emirates

Duties & Responsibilities:

· Attended to customer inquiries and needs professionally.

· Prepared and processed import/ export documents including e-clearance form online Dubai Trade System.

· Scheduled and arranged deliveries of shipments to receivers; told customers on the shipment status.

· Coordinated and oversaw all incoming shipments; performed inventory of damage shipments.

· Performed costing and billing of cleared shipments and released their documents.

· Kept files and reports and made it easily available; prepared daily report for billed and unbilled files.
DOCUMENTATION / CLEARANCE OFFICER





November 2003 to October 2005
Eagle Global Logistics
Dubai, United Arab Emirates

Duties & Responsibilities:

· Prepared and processed all incoming documents; encoded and updated status of each file into the system.

· Informed customers on the arrival of their shipments; attended to inquiries on status of their cargo.

· Handled cash payments and releasing of documents to customers at DO counter.

RECEPTIONIST / ADMIN ASSISTANT






May 2001 to October 2003
Metropolitan Hotel / Al Habtoor

Dubai, United Arab Emirates

Duties & Responsibilities:

· Screened phone calls and attended to client inquiries; handled incoming/outgoing faxes/messages.

· Performed data entry and updated product information online; drafted correspondence and reports.

· Prepared invoices, delivery order and shipping documents.

· Coordinated with shipping and logistics companies for incoming and outgoing shipments.

· Filed airway bills including TNT, DHL, and FEDEX.

· Handled request for payments for company related utilities such as phone, internet, water and electricity.

· Set up and preserved relation with co-workers.

HR COORDINATOR/ PERSONNEL ADMINISTRATOR




September 1995 to January 2001
Centennial Plastics Corporation 
Manila, Philippines

Duties & Responsibilities:

· Involved in recruitment such evaluating candidates, scheduling interviews, and orienting qualified applicants.

· Prepared necessary documents for newly hired employee including Contracts and ID’s.

· Prepares monthly salary using oracle system.
· Settled and managed infractions committed by employees against company policies.

· Imposed performance counseling and Performance Appraisal System.

· Responsible for keeping and updating employee records, recording employee tardiness and absences, preparing memos and contract ending documents, and preparing the staff payroll.

· Ensured background investigation results for employees recommended for regularization.

· Attends and involved in collective bargaining agreement (CBA) with labor group and HR management negotiations
STRENGHS & CAREER HIGHLIGHTS

Administration & Customer Service duties
· Main point of contact between staff members and department heads.

· Manage administrative roles; provide accurate and efficient office support to the whole organization.

· Sort and deliver incoming correspondence, including faxes and e-mail, file and restore documents, records and reports.  Handle maintenance of confidential records.

· Customer Care
· Handles high pressure situation
· Ensure enough quantity of office supplies and equipment to avoid shortage.

Logistics roles

· Manage independently complete import and export shipments of the company.

· Attend to customer queries; independently handle correspondence with local and overseas clients.

· Manage the necessary documentation and online forms for the efficient, cost-effective and lawful execution of all import/export activities.

· Oversee clearance and documentation for all incoming shipments.

· Communicate with customers and suppliers in all relevant territories and countries.

· Keep customers constantly told on the status of their shipments.

EDUCATION BACKGROUND

​​​​​​​​​​​​​​BACHELOR OF ARTS IN PSYCHOLOGY
Olivarez College, 
Paranaque, Philippines

March 1995

DIPLOMA IN COMPUTER COURSE
AMA Telecommunications & Electronics Learning Center
Paranaque, Philippines

DIPLOMA IN PARAMEDIC – LIFESAVING TECHNIQUES
Asian Institute of Paramedics
Manila, Philippines

SEMINARS / TRAININGS ATTENDED

· Basic First Aid Training, by Nakheel PJSC (Sept 2007)

· Handling Absenteeism Seminary/ Counseling Workshop (Feb 1997)

· Office 5’s Seminar (May 1997)

· Safety Consciousness Seminar (Sept 1996)

PERSONAL DETAILS

Nationality

:
Filipino

Date of Birth

: 
20th March 1967

Marital Status

:
Married

Driving License

:
UAE + Own Car

Visa Status

:
Free Zone Visa

REFERENCES

Available upon request 
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