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EMIL  
Mobile Number: C/o 0505891826
Email Address: emil.96345@2freemail.com 
OBJECTIVE

To be part of a dynamic company, where efficiency and quality are standards, furthering both personal skills and potentials in line with its mission and vision.

PROFESSIONAL BACKGROUND

21 Aug 2007 – Present


The Kanoo Group-Shipping – Dubai, UAE
               Husbandry Executive ( Aug. 21, 2008 – Present)
· In charge  for all the ship spares matters.
· Monitoring the vessel status and arranging the delivery of spares on time.
· Arranging all the vessel requirements during their stay in U.A.E. port.
· Entering all the services rendered to the vessel in the system.
· Informing the vessel Master about the status of the ship spares.         
Crew Care Executive (Aug 21, 2007 – Aug 20, 2008)
· Arranging the Visa (visit / sea-man) for all the on / off-signing crew.
· In charge of all the bookings (transport pick-up, hotel & ticket) for all the crews.
· Responsible for all crew related matters during their stay in U.A.E.
· Updating the World wide system (Agency Now) for the vessel. 
· Coordinating to the principal for smooth crew change of the vessel. 
· In-charge of informing the crew with regards to the vessel status.
25 July 2006 – 30 July 2007


DP-World, Dubai Security Services FZE– Dubai, UAE

Executive Secretary/Admin Assistant

· Directly reporting to the Vice President of the Operation Department.
· Performs administrative support, tasks that are secretarial/clerical in nature for the key executive (vice president) within the department and delivering day-to-day office coordination. 
· Preparation and responding to various outgoing correspondence, i.e., reports, memorandum, agenda, minutes of meeting & report presentations. 
· Work performance include broad range of complex responsibilities involving confidential and technical information such as compiling reports, scheduling/organizing of meetings, flight bookings, responding to visitors and telephone calls. 

· In charge of Recruitment Department which includes Pre-qualifying of Applicants for interview, preparing Offer Letter and handling VISA application.
· In-charge of TETRA Administration for all the locations which includes updating all the Tetra Units (for repair, monthly report, status) for each location.
08 May 2006 – 20 July 2006


ABD Business Group – Abu Dhabi, UAE

Call Center: Customer Service/ Tele-sales Representative
· Acted as a mediator between the company and the clients.
· Performed outbound calls to inform clients about the new projects of the company.
· Received incoming calls and attended to their queries and suggestions.
· Performed presentations of the new projects to the clients.
13 Aug 2004 – 15 Feb 2006


The Medical City - Pasig City, Philippines

Nursing Attendant (Operating Room Department)

· Prepared the equipments and laboratory tools for operation.
· Assisted patients in transporting them from the hospital room to the operating room and vice versa. 
· Maintained cleanliness of the operating room before and after the surgical operation.
· Assisted nurses and doctors in messengerial procedures.
· Recognition Awardee: Best Orderly 2005 (Surgery Suite Department)
10 Mar 2004 – 15 July 2004

Union Bank of the Philippines - Makati City, Philippines

Call Center: Team Leader – Customer Service Representative (Outbound)
· Assisted pre-selected and pre-approved clients and offered Union Bank Visa Credit Card through telephone.

· Handled incoming and outgoing phone inquiries regarding credit cards.

· Administered clients’ complaints, requests and inquiries over the phone.

· Managed the follow through of the credit card application forms. 

01 Apr 2003 – 25 Feb 2004


Easycall Communications - Pasig City, Philippines

Call Center: Customer Service Representative/Telemarketer 
· Acted as the mediator between the customers and the company by handling both inbound and outbound correspondences. 

· Performed outbound calls for pre-selected and pre-approved customers of the Union Bank of the Philippines. 

· Handled inbound calls such as inquiries and complaints of the pre-sales clients.

· Also, managed the after-sales incoming calls for customers’ inquiries and complaints. 

· Processed clients’ requests and follow throughs of complaints.

· Recognition Awardee: Best in Building Rapport (January 2004)

· Recognition Awardee: Best in Handling Objections (January 2004)

· Recognition Awardee: Top Telemarketer of the Month (January 2004)

EDUCATIONAL BACKGROUND
1997 - 2003


Central Colleges of the Philippines - Quezon City, Philippines

Bachelor of Science, Major in Computer Engineering
· Member: Association of Electronics and Communication Engineering

· Member: Association of Computer Engineering

May 2004 



Micro AutoCadd - Quezon City, Philippines

Autocadd 2002 with color rendering

February 2006 


Informatics International College - Cainta, Rizal, Philippines

PC Assembly and Troubleshooting

STRENGTHS, SKILLS and INTERESTS 
· Well- versed with computer skills (MS Office Suites: MS Word, MS Excel, MS PowerPoint, etc.) 

· Sociable and with interpersonal skills

· Excellent written and oral communication skills 

· Fast learner, patient, adaptable and goal oriented

· Flexible to different work schedules and excellent in handling pressure

· Dependable, efficient and can work under a very minimal supervision

· Commendable work attendance and availability

PERSONAL INFORMATION



Birthdate:

20 July 1980




Age:


28years old

Status: 

Married
Nationality:

Filipino

Visa Status:

Employment
REFERENCE




Available upon request.









