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MICHAEL 
Al Ain, Abu Dhabi U.A.E.
E-Mail Address: 
michael.383052@2freemail.com 



CAREER OBJECTIVES


Active participation in company in ways that will enable me to contribute my skill and knowledge, and provide an opportunity for professional development and career growth.

Special Skills

· Well versed in Microsoft Packages (MS Word, MS Excel, Power Point, Internet Surfing, Spreadsheet, Word-Processing, and Graphics) with typing speed of 35-40 wpm.

· Ability to install and administer computer hardware, software and networks.

· Ability to take multi task assignments.

· Ability to work well with others in both supervisory and support staffs.

· Ability to solve analytical problem

WORK EXPERIENCE:
Document Controller
Abu Dhabi Ship Building

March 5, 2017 to Present

Work & Responsibilities
· Performs the necessary filing
· Assists in documentation control.

· Performs all computer operation/encoding as instructed by my immediate superior.

· Assist in preparing and managing documentation internally/by subcontractor

· Ensure accessibility, traceability and accuracy of documents

· Control workflows management and documents distribution

Administration Clerk
Al Noor Hospital, Al Ain Branch

March 30, 2009 to November 9, 2016
Work & Responsibilities

· Responsible in facilitating CME (Continuous Medical Education).

· Extending help to doctors in preparing their CME presentation.
· Coordinate CME meeting schedule 
· Prepare CME Minutes and Agenda

· CME Annual report

· Monthly CME notices

· Get all required CME conference ( Tumor Board, Breast Tumor Board Cardio) paperwork approved and signed  

· Prepare CME reports for hospital physicians upon request (total credits)

· Create CME folders for each activity and make sure folders are complete with all require paperwork  

·  Create CME certificates
·  Review and edit all CME applications on a yearly basis
· Responsible in making clinic /schedule for medical staff upon request from Dep’t. Head.

· Follow up calls for all the members of the committee.

· Troubleshoots problems with computer systems, including troubleshooting hardware and software, e-mail, network and peripheral equipment problems; makes repairs and corrections where required, on-call basis.
Receptionist

Al Noor Hospital, Al Ain Branch
March 25, 2008 to 2009
· Receiving incoming patients or visitors.

· Obtaining accurate information about the patient such as name, contact number, company name.

· Managing patient appointments and records frequently.

· Opening new files / finding on existing file, setting of the bill.

· Always demonstrate a cooperative, pleasant manner with both colleague and customers.

· Answer telephone inquiries promptly.
· Admitting patient based on their capabilities how much they want.

· Checking all documents of the patient specially the insurance card.

· Preparing the bills. / Encoding all the credit and cash bills.
· Encoding all the credit and cash bills.
Computer Hardware Sales Representative 
M3K3 Computer Sales and Services
Pampanga, Philippines
April 2005 – March 2007
Duties & Responsibilities

· Recognize the needs of the consumer and provide detailed information to the consumer about the technical specifications of the computer hardware/software offered by the company.
· Investigates new items and makes recommendations for purchasing products.

· Checks inventory to ensure orders are in stock.

· Takes orders over the phone and in person.

· Advises customers on technical matters and recommends appropriate computer configurations.

· Solicits information about computer needs from customers.

· Negotiate price for the sale.

· Provide technical support after merchandise is purchased.

· Assist with the company helpline.

· Serve as a customer service rep for customers who have questions or difficulties.

· Demonstrate product features before a sale.

· Respond to pre-qualification questionnaire or information to tender document.

· Help customers maximize the use of software features.

· Advise on appropriate user training.

· Maintain awareness and keep abreast of constantly changing software, hardware systems and peripherals.

Merchandizer
SM Supermarket
Pampanga, Philippines

January 2004 – March 2005
Duties & Responsibilities

· Plan and develop merchandising strategies that balance customers’ 

Expectations and company’s objectives

· Analyze sales figures, customers reactions and market trends to 
anticipate product needs and plan product ranges/stock

· Collaborate with buyers, suppliers, distributors and analysts to negotiate 
prices, quantities and time-scales

· Maximize customer interest and sales levels by displaying products appropriately

· Produce layout plans for stores and maintain store shelves and inventory

· Forecast profits/sales and plan budgets

· Monitor stock movement and consider markdowns, promotions, price 
changes, clear outs etc

· Build constructive customer relationships and team with channel partners to build pipeline and close deals

· Remain up to date with industry’s best practices
Training / Seminars:
· April 30 to May 1 2018

:
Document Management
SOS HR Solution

· September 20, 1999 

: 
Pro – Life Seminar

· September 16, 2000  

:
Signature Technology and       

                                                                

E- Commerce, Visual Basic 
Data Base Programming

· September 28, 2000  

:
Barcode Technology
Nationality


:
Filipino

Educational Attainment

:
Bachelor of Science in 




Commerce




Major in Computer Science





University of the Assumption





2003

