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May 
Dubai, UAE
E-mail address: may.301411@2freemail.com 
Mobile: Whatsapp +971504753686 / +919979971283
EDUCATION


INFORMATICS EDUCATION SINGAPORE PTE LTD.
10 & 12 Science Center Road, Singapore 609079
 Interconnecting Cisco Networking Devices
SAINT PAUL UNIVERSITY PHILIPPINES  
Tuguegarao City, Philippines


           
Bachelor of Science in Computer Science

  
WORK EXPERIENCE


TWA (Architects and Engineers
)


Still Road South Singapore 426924

DOCUMENT CONTROLLER / ADMIN ASSISTANT
September 2007- March 2016
· Ultimately responsible for the administration of all contracting practices.

· Organize, collate and prepare all the relevant tender submission documents.

· Maintain a cohesive set of project documents including all the contractual documentation from the pre-tender and post-tender period to all of the execution documents.

· Receive, register and organize client provided documents for projects including in-house generated documents.

· Prepare Tender and Contract documents for in-house projects..

·  Prepare Letter of invitations, Tender Notices other relevant documents for tendering process. .

· Prepare the Tender Evaluation report for the submitted Tenders and recommend the suitable Tenderer to award the project. 
· Prepare Letter of Awards / Acceptance and Contract Documents 
· Prepare Interim Payment Certificates for consultant’s approval
· Prepare Interim Payment Certificates, Statement at completion and Final Statement for in-house projects 
· Administrate and coordinate the work with other departments to resolve all Contractual and Commercial issues.
· Assist the Engineering team in the preparation, printing and submittal of documents in an organized and controlled manner that conforms to all the submission requirements and ensures no errors including numbering, sequencing and other documents-specific details.
· Provide accurate reports of all project documents including maintaining up to date status of all logs in relation to drawings, submission, consultant approvals, revision, and any other documents that relate to the project execution/approvals.

· Perform file back up to ensure proper electronic storage and archiving of electronic registers.

· Responsible for the submission of progress claims, variation claims budget monitoring, progress report and contract performance data.
· Review, approve and process quotes, requisitions and purchase order from our suppliers.
· Assist in presentations and other reports and documents as needed. 

· Validate project requirements and raise orders to suppliers & ensure shipments are executed as per plan.

I-surf Internet Center



Tuguegarao City, Philippines

HELPDESK
January 2007
· Implement effective customer satisfaction strategies by identifying and eliminating the root causes of customer problems. Counter Staff.

· Maintain and provide desktop support to ensure smooth and effective delivery to our customers.

· Supervised and assist customers with the fundamentals of Microsoft office.
· Maintain accurate, complete and up-to-date inventory records of all computers and printers.
S & J MARKETING 
Cauayan City, Isabela, Philippines
INVENTORY STAFF /Electronic Data Processing Personnel

 
 
September 2006 
· Assigned in Electronic and Data Processing Department

· Update monthly sales report.

· Prepare and responsible in daily sales report using Excel/Quattro system.

· Ran and distributed reports generated in response to account inquiries.

· Performed file management and admin support.

· Perform reconciliations of daily collections using multiple information systems.
·  Review transactions and identify possible issues.

Land Bank of the Philippines
Cauayan City, Isabela Accounting Center, Philippines

DATA CONTROLLER
May 2006

· Performs data clean up.

· Conversion of manual farmers’ subsidiary ledger to online system.

· Recon pc base and manual farmers subsidiary ledger data.

· Assisted with volunteer office duties.
PHILIPS SEMICONDUCTOR INCORPORATED
Cabuyao, Laguna, Philippines

PRODUCTION OPERATOR


May 2005 

· Wire bonder

· Perform time to time monitoring of computer units.

· Checking of program loaded corresponds to the device being processed.

· Perform machine parameter.   
