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RICHARD 
E-mail address: richard.3172016@2freemaqil.com 
APTITUDE:
A capable and career oriented individual with analytical skills necessary for optimum performance and productivity. Hard working, adaptable and self motivated, offering           great potential for professional growth and achievement through determination and perseverance to reach corporate level.

OBJECTIVES:
    Seeking for an employment that would commensurate to my qualification, in which I could utilize and endure my knowledge as well as the professional advancement and at the same time contributing to the profit and growth of the company.
WORK EXPERIENCE:
Company


:
CrawFord Electromechanical (CEMEC)
Address


:
Defense Road, Abu Dhabi UAE

Date



:
November 2016 to Present
Position


:
Project Coordinator / Document Controller
Project Building Name

:
Qasr Al Hosn (Palace), Abu Dhabi UAE
Duties and Responsibilities:
· Preparing all MEP Drawings.
· Preparing log sheet for the MEP Drawings.
· Preparing all IFC Drawings to be use in site.
· Secure all Site Instruction are stamp and sequel.
· Taking photo/s of site before and after the work for safety purpose.
· Arranged Method of Statement for the consultant/contractor.
· Preparing Material Submittal for MEP.
· Preparing RFI (request for information) to be submit to consultant.
· Preparing MOM (minutes of meeting) and send to all concerned person.
· Keep updated all MEP Drawings to be used in building/project.
· Arranged all documents/drawings from the first revision to the last revision.
· Sending SR (site requisition) to procurement department for the requested items/materials.
· Sending and received e-mail for main contractor, client and consultant.
· Sending monthly report for the progress of the project/building.
· Follow up the pending items/materials.
Company


:
Control Contracting & Trading Co. (Pvt.)
Address


:
Mussafah Industrial Area, Abu Dhabi UAE

Date



:
August 2015 to September 2016
Position


:
Project Coordinator / Document Controller
Project Building Name

:
Al Qurm View Tower, Al Reem Island, Abu Dhabi UAE
Duties and Responsibilities:
· Preparing all shop drawings, MEP drawings, Architectural drawings.
· Preparing submittal form and transmittal form to be submitted to the consultant or sub-contractor.
· Preparing log sheet for the shop drawings, material submittal, and method of statement. 
· Preparing RFI (request for information) to be submit to consultant.
· Preparing NFI (notice for inspection) to be submit to consultant.
· Sending field memo and field observation to the main contractor and client.
· Preparing MOM (minutes of meeting) and send to all concerned person.
· Responsible for the manpower list and all schedule of the labor in the site.
· Keep updated all drawings to be used in building/project.
· Arranged all documents/drawings from the first revision to the last revision.
· Arrange all drawings and documents before submit to the sub-contractor.
· Secure all drawings with stamp and sign before sending to the municipality.

· Responsible for the waste materials or waste management, secure to be segregate and take all the total percentage of the waste material.
· Sending SR (site requisition) to procurement department for the requested items/materials.
· Sending and received e-mail for main contractor, client and consultant.
· Sending monthly report for the progress of the project/building.
· Follow up the pending items/materials.
Company


:
Mister Baker (Protos group international)

Address                                      :
Hamdan St, Abu Dhabi, UAE

Date



:
July 2013 to July 2015
Position


:
Sales - Office staff 
Duties and Responsibilities:
· Responsible for sales inventory of order materials, supplies and services. 
· Preparation of daily, weekly and monthly report works
· Keeping the accounts and sales details
· Receive, sort and monitor incoming emails and answer or forward as required

· Compile, copy, sort and file records of office activities, business transactions, and other activities

· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints

· Train other staff members to perform work activities such as using computer applications

· Troubleshoot problems involving office equipment such as computer hardware and software

· Administer document control system

· Maintain and update database in filing system such as storing of active & for archives files

· Prepare reports and follow up any pending documents 
· Performs other duties as may be assigned by Immediate Head

Company


:
Department Of Labor and Employment

Address                                      :
City of San Fernando, Pampanga, Philippines

Date



:
December 2010 – January 2013

Position


:
Database Network Administrator 

Duties and Responsibilities:

· Responsible for the overall operation, and maintenance of the department domain and Windows based servers and systems. This includes user account management, backup/recovery, file and print systems, email, web, anti-virus, and other mission critical applications. 

· Responsible for everyday transactions of Alien Employment Permit (AEP)
· Monitoring all incoming e-mail about Alien Employment Permit (AEP)
· In-charge in transaction about scholarship and other program of Department of Labor and Employment (DOLE)
· Maintain current user accounts, security groups, distribution lists, and other active directory 

· Ensure that all Windows based systems are patched and up to date 

· Maintain file, print, web, and anti-virus servers 

· Work with the Director of Systems and Support to develop and maintain an effective backup, 

· Provide escalated support for desktops, printers, and other technology as needed 

· Work with the Client Services Manager to track and maintain hardware, software, and printer inventories and resolve any issues related to IP addressing or network communication problems 

· Troubleshoot network connectivity issues internally and externally for client computers, servers, and outside entities 

· Identify and advises management/administration on current issues in information technology and emerging technologies as they relate to higher education 

· Participate in on-call night and weekend rotation for technical emergencies

· Encoding all the files
· Solve all the issue or problem in encoding
· In-charge for Special Program of Enrolled Student (SPES)
Company


:
SM Pampanga 




(Department Store, Giordano & Watsons)

Address


:
City of San Fernando, Pampanga, Philippines

Date



:
August 2006 – February 2007

Position


:
Storekeeper / Stock Clerk

Duties and Responsibilities:

· Receives and inspects all incoming materials and reconciles with purchase orders; processes and distributes documentation with purchase orders; reports, documents and tracks damages and discrepancies on orders received. 

· Makes intra- and inter-campus deliveries of requested surplus office furniture and merchandise; maintains records of all deliveries. 

· Fills supply requisitions; assists buyer to order adequate merchandise and supplies; delivers orders to staff. 

· Receives, stores, tags and tracks surplus property; prepares property lists for items to be sold. 

· Receives and stores documents and confidential files; maintains record of approved document and confidential file destruction. 

· Ships canceled and damaged items back to vendors as appropriate. 

· Handles and documents storage and transportation of hazardous materials. 

· Maintains the warehouse, records area and stores area in a neat and orderly manner. 

· Answers questions regarding procedures and resolves discrepancies regarding receipts, deliveries, warranties, repairs and surplus property. 

SPECIAL SKILLS:

· Experienced in network administration, troubleshooting, or system administration

· Proficient with computer programs especially in Microsoft Office (MS Word, Excel, PowerPoint)
· Driving.
EDUCATION:

Tertiary:

School


:
Angeles University Foundation


Course


:
Bachelor of Science in Information Technology

Address


:
Angeles City


Date Graduated

:
April 2010

Secondary:
School


:
St. Augustine Institute of Pampanga


Address


:
San Agustin, San Simon, Pampanga


Date Graduated

:
March 2005

Primary:
School


:
St. Augustine Institute of Pampanga


Address


:
San Agustin, San Simon, Pampanga


Date Graduated

:
March 2001
PERSONAL DATA:
Date of Birth


:
August 24, 1988

Place of Birth


:
Sto. Nino, San Simon, Pampanga

Age



:             28 yrs old
Sex



:
Male

Citizenship


:
Filipino

Height



:
5’ 8”

Weight



:
160 lbs.

Religion



:
Roman Catholic

Language/Dialect Spoken
:
English, Filipino, Pampango
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