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PROFILE 
A work dedicated and highly motivated professional with overall 5 years multi experience consist on document handling, database manipulation, coordination, word processing, and programming. Currently looking for a suitable position to continue and expand my career in a organizational environment.
WORK EXPERIENCE
Document Controller / Office Staff
Admin & HR Assistant
Saudi Railway Co - Saudi Arabia
May 2014 - October 2015

Worked in the Company's Rolling Stock Department which handles the maintenance of Locomotives, Wagons, and Wheel Sets used to transport raw minerals in the country. Assigned as the Document Controller and Coordinator, coordinating with more than 100 employees in the workshop, assisting Engineers, Supervisors, Admin, and HR personnel's to complete the task and to ensure a smooth document and data process in the Department. 
Responsibilities:

· Create and Maintain Databases such as Training Matrix of Employees, Work History, Work Orders, Employees Competencies, Leave Roster's, Yard Status and Availability of Assets.
· Assist in conducting trainings and meetings.

· Listing main team task then generate an action plan out of it, and monitoring its progress of until completed.
· Process Leave Vacation Request (using ERP System), Employees Visas, flight reservation, passport request / passport renewals, Business expenses for reimbursements and bank loans of the employees.
· Arrange and schedule transportation for airport drop and pickup of the employees arriving from the Airport or going to vacation .
· Request Office Items using the company's ERP System and distribute it to each divisions
· Collect Daily Time Sheets and update Working Hours Database of the Department, and process employees overtimes.
· Listen to employees complaints and request and discuss it to superiors 

· Assist HR for processing employees Visa's, Passport Renewals, Health Insurances, Iqama's (resident permit).
· Assist Admin Personnel’s for administration jobs in terms of accommodations, transportation, food and salaries of the employees working in the Department

· Manage and uphold all files (Document of Employees, Trainings, Assessments, Manuals, Procedures, Work  Orders etc.)

Planning and Support Coordinator

Executive Secretary

Zamil Air conditioners Co - Saudi Arabia
August 2010 - March 2013

Worked as the executive secretary and coordinator of the Director and Business Development Manager of the Key Accounts and Maintenance Department of the company. Providing any organizational aid and assistance to help reach the department goals.
Responsibilities:

· Direct report to the Director and Business Development Manager.

· Prepare and manage correspondence, reports, documents and presentations.
· Arrange flight tickets, Visas, hotel reservations, vehicle request for business trips, factory visits for the Director, Business Development Manager, Guest and Customers.
· Initiating Leave Vacation Request (Business Trips / Annual Vacation), Work Resumption Report for the Director and Business Development Manager using the company's system.  

· Prepares petty cash voucher / Cheque draft request for reimbursement of business trip expenses, mobile bills, and other business related expenses 

· Coordinating with Customers, Guest, and Departments like Marketing, HR, Admin, Purchasing, VP office. Etc.

· Gather, prepare and consolidate reports from the whole department of the company and send it to VP office.
· Initiating PR (Purchase Request) in ORACLE system for requesting office items etc.

· Daily check on posted contracts from the clients website and SAP System then prepare and submit all required documents in order to qualify and join project bids.
· Prepare and process Sales Orders and Invoices.

· Organize seminars and trainings for guest / Customer inside and outside the country.
Finance Supplier Operations Assistant

Universal Leaf Inc. - Philippines
November 2009 - May 2010
Worked with the company's Manager and Supervisor to assist the business partners to have a well documented transaction and smooth process in purchasing Tobaccos
Responsibilities:

· Encoding FPBR (Farm Plan Budget and Requisition) into the system.

· Coordinate with customers.

· Prepare Cash Vouchers, Draft Request, and Journal Vouchers.

· Scanning of Receiving Tags.

· Prepare Tally In and Out Sheets.

· Prepare Tobacco Payment.

· Prepare Transfer In and Out in the Inventory Module.

· Back-up of Database.

· Acts as Tag and Tobacco Custodian in the Trading Center.

· Generating Daily Reports.

Technical Support - Intern

PLDT (Philippine Long Distance Telecommunications) - Philippines
June – October 2007
Worked as Junior Telecommunications Technical Support, Encoder and phone line trouble shooter. 

EDUCATION
Bachelor of Science in Information Technology
AMA Computer College
San Fernando City, La Union, Philippines

2004 - 2008
SHORT TERM COURSES & SEMINARS 
Web Development Course - Treehouse Island, Inc. (Online Interactive Education) 
5S and Engineering Hygiene Training Course - Saudi Railway Company, Saudi Arabia

Basic Adobe Photoshop Design -  AMA Alumni Association, Philippines
Computer Networking Seminar - CISCO, Philippines

Micromouse Maze-Solving Robot using C-Language - AMA, Philippines
ADDITIONAL INFORMATION
Aside from my work experience, below are the list of Programming Languages, Operating Systems and Applications that I can Handle and Operate. 
Programming Languages:  HTML5, CSS3, JavaScript/jQuery, PHP5, 

Development Tools & Environment: Adobe Photoshop, Notepad++, PHPStorm IDE, WAMP, MAMP, Sequel Pro, MySQL/PHPmyAdmin, cPanel, FileZilla(FTP)
Project Management Applications: Trello, Asana

Platforms: Windows, OS X
Desktop Application: MS Office
Management Softwares: SAP ERP, ORACLE HRMS 
Certificates will be provided upon request..
