CV No: 433980
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
	


	Summary of Qualification
	· Having Thirteen (14) years of comprehensive experienced on IT Admin, Administration  Officer, System Admin, Accounts Assistant, inventory management and reconciliation, procurement, and Export Logistic Costing and Coordination.
· Highly organize, analytical thinker with strong communication skills.

· Flexible team member who loves to learn.
· Oriented & able to prioritize task & can handle pressure and deadlines.
· Creative, resourceful and flexible, able to adapt to changing priorities and maintain a positive attitude.

	Skills & Key Attribute


	· Proficient ERP User –Business Minder SQL Date Server

· Advanced Microsoft Office Skills.

· Knowledgeable of Inventory Costing and Procurement i.e., PO’s, Invoicing, Issuance of DO/DN/CN
· Read, Write and Speak English Language Fluently

· Excels in Public relations, sales, human resources and general secretarial works



	June 2008 up to Present
	·  HEAVY INDUSTRIES & CONSTRUCTION CO. (Dubai U.A.E)
IT Administrator / Administrative Officer / Procurement Coordinator /  

Export and Logistic  Coordinator  / Document Controller  

· Main Contractor of Dubai Electricity Water Authority (DEWA) –Power 
Plant and Water Desalination Project “M” in Jebel Ali Dubai UAE
IT Administrator - Trouble Shooting for ITS Department (Network & Application, Outlook, Email, Internet, and installation of OS for desktop).

Install, upgrade, support and troubleshoot Windows  xp,7 and Microsoft Office 2007/2010 and server 2003 any other authorized desktop applications
Maintaining telephone PBAX system, Photocopying machine with network installation.

Preparing and updating IT documentations which includes but not limited to quotations, raising POs, and following-up with vendors, distribution, collection/ tracking equipment status before reporting to the IT Manager.
Conducts regular check on all facility equipment, meeting rooms, projectors etc..

Attend to employee’s requests such as setting up the WebEx, video/audio conference, outlook email and walking them through by explaining some IT issues.
Developing trends by monitoring and analyzing incoming calls, problems and support requests, Escalating IT issues to the IT Manager.

Handling and Patching of network and phones & Making of Cat 5e and RJ 11 network cables if necessary 
Handling Issues for Etisalat Communication.

Administrative Officer- Preparation for Visa processing for New Staff & Managed travel arrangements, expense reporting and scheduling (ticketing)
Prepares insurance refund / reimbursement of all staff medical bills

Arrange drivers and vehicles for airport, restaurant, hotel and hospitals, dental clinic Oman (change visa) etc.

Dealt with rental companies for rental and maintenance and managing all company’s vehicle (total of 60 leased cars).

Contact with Courier co. outgoing / incoming parcel from any place in the world.
Hotel booking for incoming guest, Trainer, VIP staff
Car rental Arrangement & Payment for rental car Co.  
Assist in Preparation for Monthly Salary for all employee, OT, Draft Payment
Assist in Accounts departments & Administration regarding all payments (Monthly Payment), making voucher (ISM System), Invoicing for all Sub-con regarding Sharing cost items.
Responsible for all office supplies, camp material and office consumables
Coordinate with external suppliers & service provides (Etisalat, DU, RTA, DEWA, Sewage Tanker, Drinking Water, Dubal, Photocopier Machine, and Office Supplier) including their payment & Invoices.

Handling petty cash for urgent billing material and purchasing urgent material for office and site material.
Preparation for Meal Charge Payment of all Employee thru catering supplier (Deduction for Absent, Vacation, Emergency, Exit)
Procurement Coordinator - Canvass and full purchasing management (All Office Stationeries / Camp Facilities / Site Purposes & Material and Handling Purchase Order No. Outgoing) 

Checking Supplier for Evaluation and Quotation as for the prices. 
Export and Logistic Coordinator – Prepare and maintain SOP's on importing and exporting procedures for service including documents both internal and external personnel on procedures.  SOP's to include return of equipment from origin either for warranty work or repair. 

Support shipping coordinator when preparing export documentation (Courier requirements.)
Understanding of Harmonized Tariff Codes and how to determine countries of origin 

Phone support for orders.

Reviewing and processing contracts
Documentation - Daily Encoding of all documents onto (ISM) integrated system management. Data Entry, Filing, Recording, Run Reports, Performs other task as assigned. 


	Jan 2007 – May 2008

	ABRAAJ CAPITAL (Investing Foresight) (Dubai U.A.E)

IT Support.

· Assist in troubleshooting and preventive maintenance of all computer equipment and peripherals.

· Setup for Outlook, Email, etc. Network configuration etc. Back-up Server.


	July 2006 – Oct 2006             
	JUMEIRAH GROUP (Dubai U.A.E)
I.T Staff

· Assist in troubleshooting and preventive maintenance of all computer equipment and peripherals.

· Setup for Outlook, Email, etc. Network configuration etc. Back-up Server.



	Dec 2002 - Mar 2006 


	SAUDI ARABIAN AIRLINES (Jeddah, Kingdom of Saudi Arabia)

System Administrator & System Maintenance     

· Responsible for the program design and coding activity of the system implemented.

· Maintaining the computer peripherals, network workstation and server Saudia Deps

· Responsible for Network Plasmon 

· (Data entry processing system) and Arps (Archive and retrieval processing system) and data storage server.



	Dec 2000 -Dec 2002


	SAUDI ARABIAN AIRLINES (Jeddah, Kingdom of Saudi Arabia)

Planning Department – I.T Support and Computer Operator.
· Responsible for retrieving information on the mainframe and on the microfilm.

· Responsible for passenger’s request for refund and retrieving information regarding passengers 

· Analyzing passengers ticket regarding wrongly uplifted flight coupon.

· Responsible for checking fare discrepancy for investigating on airline agency.

· Capturing ticket image on the O.C.R (Optical Character Recognition)

· Correcting errors on the data base correction for data distribution on the mainframe.

· Sending requested information by the Saudia station around the world through   telex, fax, and E-mail.

· Encoding all the data come from the shop production planning control department 

· Updating the AOG from the TIS (Technical information system).

Assist on Trouble Shooting AOG for Technical Support.

	July 2000 - Nov 2000
	COLEGIO DE DAGUPAN Formerly Computronix College (Philippines)

System Maintenance
· Maintaining the system in the Registrar Office (Payroll System) and Assist in accounting job.

· Assist in troubleshooting and preventive maintenance of all computer equipment and peripherals



	May 2000 - June 2000
	BUREAU INTERNAL REVENUE (BIR-Government) (Philippines)


Account Receivable 

· Payment Receivable Cash Payment receipt



	April 2000 - May 2000
	NATIONAL POWER CORPORATION (Philippines)


Mechanical Department

· Document Controller (Filling Records, Submission, Presentation)



	Jan 2000 - March 2000     
	ADJUVANT MANUFACTURED  (Philippines)


· I.T System Administrator



	June. 1999 - Dec. 1999

	DAGUPAN STEEL CORPORATION (Philippines)

Mechanical Supervisor under Maintenance Engineering Dept.
· Monitoring of preventive maintenance program of all equipments. 
· Ensuring the availability of spare parts to be use during maintenance work.
· Monitoring the operational checklist for preparation of spare parts of the equipments.
· Ensuring the proper schedules of the defective equipment that should need to be repaired offline.
· Responsible to disseminate maintenance working schedule and other activities with comprehensive maintenance work order to the operation and maintenance group.
· Ensuring that the repair of defective equipment should be in accordance with manufacturer specification and accepted in engineering standards.
· Coordinates with Superior Engineer in any modification on the equipment.
· Responsible to monitors and records of all equipment history of repair.

	Seminars and Trainings and Certification:


	· Bitstop Computer Consciousness Week


 

Lingayen, Philippines

· Computronix College (Computer Day Celebration)
 

Dagupan City, Philippines

· Bitstop Computer Day

Dagupan City, Philippines

· MS Office Application

Comptronix College, Philippines

· Computronix College (System Maintenance)

Comptronix College, Philippines

· Computer Technician 


Certified accredited TESDA) Philippines

· Sales Representative



 


Dagupan City, Philippines

· Managers Debit Receivables (bookeeper) 

(Jeddah, KSA)

· OCR (Tracestar and Archieve Retrieval Center)

(Jeddah,KSA)

· Juke box Plasmon and Network Admin

(Jeddah,KSA)

· Technical Information System (TIS)


 

(Jeddah,KSA) KAIA 

· Material Controller and Planning 

(Jeddah,KSA)

· Jet Propulsion Center: Shop Production Planning Control 

Saudi Arabian Airlines (Jeddah, KSA)

· Data Correction and System Administrator 

(Banctec France and Saudi Arabian Airlines)

· Recruitment Division (Database Admin)


Almajal Servicemaster (Jeddah,KSA)

· Audio and Visual Photography


Saudi Arabian Airlines (Jeddah, KSA)

· Project Management and Cost Control (Dubai U.A.E)

	Educational Attainment :

	· Colegio de Dagupan formely Computronix College

In the Philippines


BS – Computer Science
Microsoft Certified Professional License

Computer Technician Certificate

	Short Term Courses:
	· Ms Access Intermediate

 
             Dubai U.A.E


· Network Administration (Essential)

             Dubai U.A.E

· Network Administration (Infrastracture)
             Dubai U.A.E

· MS Frontpage (Web Design)


  Dubai U.A.E

· Valid U.A.E Driver License (Automatic)                    Dubai U.A.E                                   


	Personal Data
	· Date of Birth                August 17, 1979     

· Place of Birth               Lingayen, Pangasinan, Philippines

· Civil Status                  Single

· Nationality                   Filipino
· Sex                              Male

· Visa Status                  Employment Visa

	
	


