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LEVI 
E: levi.381957@2freemail.com 
.

OBJECTIVE

To enhance a challenging career that commensurate with my experience and to excel my good performance in the field of assigned task and responsibilities.

SKILLS/ ABILITIES

· Holding Valid UAE Driving License.

· All around working experience and ability to work under pressure.
· Flexible and good rapport with co-employee.

· Well motivated, hardworking adaptable.
· Accomplished tasks in a timely manner with minimum supervision.
· Technical job abilities, Liaison, Messenger.
· Computer Operations.

· Operate Facsimile and Photocopier Machines.
TRAINING


Telephone operator -
1 Month (Abu Dhabi International Rotana Inn – Abu Dhabi, U.A.E.)
QUALIFICATION

Course



School Attended


Inclusive Year

Associates in Computer Science
System Technology Institute

   1995 - 1997






Manila, Philippines


Secondary Academic School
Mother Shepherd School
   

   1986 - 1991






Muntinlupa City, Philippines





Primary Academic School

Saint Francis School
   


   1980 - 1986 






San Pedro - Laguna, Philippines
WORKING EXPERIENCE


Position



Company



Inclusive Date
Office Asst./ Technical Clerk/ 
MULTIPLY MARKETING

2005 to Present
Liaison Officer/ Driver

CONSULTANCY  






Abu Dhabi, U.A.E.


Job Description:
· Driving, Liaison, Messenger etc. (Driving short & long distance to various UAE places) 

· Attending telephone calls. 

· Arranging appointments and facilitating meetings.
· Day to day controlled and maintained filing system. 

· Prepared company presentations and pre-qualifications. 

· Prepared requisitions and LPO for the items needed in the entire office. 

· Fax and e-mail operations. 

· Arranged and distributed letters and other correspondence to the consultants and other companies. 

· Doing minor technical jobs in the office.
· Maintained cleanliness and sanitation of the entire office.

Fish Hatchery Technician 

PAL TECHNOLOGY
                           2004 - 2005





Abu Dhabi, U.A.E.

Job Description:

· Responsible for maintaining Fish tanks.

· In-charge for Broodstock/ Fries.

· Responsible for Spawning; Larval rearing.

· Providing assistance for culturing Algaes and Rotifer (Indoor/ Outdoor).

· In-charge for Generator set fuel delivery. 


 



Merchandise Controller

SANYO PHILIPPINES INC.

         2002





Manila, Philippines 

Job Description:
· Preparing breakdown list of different models of appliances i.e. Refrigerator, Television set, Washing machine etc. and arrange it into palette for long travel delivery.
· Assists on stocktaking and inventory.  
· Arranging finished electrical/ electronic appliances into their proper stock places.

· Responsible for loading various appliances in a closed Truck van manual use.

· Responsible for checking receipts from customers and the stores.
  

Park Personnel


STAR PARK CORP. - STAR CITY
   1999 – 2000 





Manila, Philippines

Job Description:
· Responsible for handling different kinds of children’s Rides.

· Providing assistance and guidance to the guest, visitors, customers especially minors for their safety and security while riding.

· Monitor tickets and pop tags.
· Customer service oriented.

Clerk/ Encoder


PLDT 





   1998 – 1999
(Training Centre Dept.) 

(Philippine Long Distance Tel. Co.)

Manila, Philippines
   


Job Description:
· Typed memos, letters and reports.

· Operates IBM computers, encode names dept. and ID no. of regular employee who will participate for the scheduled Seminar/ Training.

· Arranging and preparing chairs, tables, setting up white board and projector etc. needed in the seminar/ training area.

· Assists Training Supervisor as well as the front liner.  

Warehouse Clerk


PLDT 





   1997 – 1998

(Warehouse Dept.) 


(Philippine Long Distance Tel. Co.)

Manila, Philippines


Job Description:
   

· Typed memos, correspondence and monthly accomplishment report.
· Handled delivery reports of incoming and outgoing supplies.

· Responsible for safekeeping, monitoring and issuance of office supplies and telephone equipment.

· Prepared follow-up letter to the suppliers.

· Provide assistance to other regular equipment employee for Monthly Inventory Report as needed.

· Doing stocks inventory i.e. monthly, yearly, as scheduled. 


Messenger



FIRST DESIGN REALTY CORP.

   1994 - 1997






Manila, Philippines



Job Description:
· Responsible for handling documents i.e. receipts, company brochures and price lists to be delivered to the clients in different places.

· Responsible for handling cheques and to encash it for the company’s agent commission.

PERSONAL INFORMATION


Date of Birth


:
Sept. 23, 1973 


Place of Birth


:
Manila - Philippines


Marital Status


:
Married


Sex



:
Male


Nationality


:
Filipino


Height/ Weight

:
5’ 8”/ 155 lbs.


Religion


:
Christian (Roman Catholic)



Language Known

:
English/ Filipino


Visa Status


:
Residence

Holder - Valid UAE Driving License
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