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Career objective
	Be a successful operational partner for innovative Global Organization where I can apply my knowledge experience and operation skills to archive business values.

Summary of Qualification:

Accurate, thorough, and persistent individual seeking a position such as Technician, Sales & Coordinator, Logistics Assistant, Storekeeper, Document Controller, Office Staff or Customer Service offering exceptional communication, administration and problem solving skills to bring a remarkable change in the overall efficiency of the office.

• Technical knowledge in ISO 9001:2008 Quality Management Systems compliance & implementation 
• Almost 18 years’ varied and increasingly responsible experience in operation capacities
• Highly skilled in greeting customers and answering phone calls
• Proven ability to handle multiple, competing priorities in an effective manner.

Technical Skills:

Office Equipment: Photocopiers and general office equipment
MS Office: Word, Excel and PowerPoint, Outlook. 
Working knowledge of applicable compliance standards Based on ISO 9001:2008 (Quality Management Systems)



SKILLS
	
	· Communication
· Management 
· Leadership
· Administration
· Team work
	· MS Office Application
· Asset Management
· Facilities Management
· Procurement & Supply Chain
· Sales &Disposal (2nd Hand Items)
· Customer service






EDUCATIONAL ATTAINMENT	
	
TERTIARY:      Philippine Maritime Institute in Manila
                               Nautical Engineering
                               (March 1997)
SECONDARY: Sibul Springs High School
                               San Miguel, Bulacan
                               (March 1995)


WORK EXPERIENCES
	AL ASMAKH FACILITIES MANAGEMENT – REGENCY GROUP HOLDINGS
Qatar
COORDINATOR
AUGUST  2011 TO PRESENT

Duties and Responsibilities
· Coordinating sales team by managing schedules, filing important documents and communicating relevant information.
· Ensuring adequacy of sales related material.
· Inform clients of unforeseen delays or problems.
· Communicate with suppliers, retailers, customers etc. to achieve profitable deals and mutual satisfaction
· Monitoring of warehouse deliveries.
· Coordinates,updates and maintains the fixed assets tracking system for all properties fixed assets.
· Coordinates and records transfers and disposal of second item of company assets.
· Develops fixed asset reports,including inventory reports.
· Assists in the reconciliation of the fixed asset tracking database with related fixed asset general ledger, and coordinates any variances with relevant fixed assets accounting staff.
· Assist with the development of written processes and procedures for identifying ,tracking,transferring ,reporting and disposing of fixed asset.
· Assist in training of staff relation to fixed asset system ,processes and procedures 
· Monitoring activities at all areas and providing fulfilling of operations Sales,Disposal,Tagging new asset ,uploading system,inward and outward,invoices ,Gate Pass,Inventory ,purchase order , Dealing with buyers and Customer ,cash handling,followup for payment etc.
· Ensuring effective interaction between internal and external clients

AL RAJHI BANKING & INVESTMENT CORP.
Riyadh, Saudi Arabia
EVNTS TECHNICIAN
JULY 2005 TO JULY 2009

Duties and Responsibilities
· Maintain and repair equipment used to enhance live events, such as microphones, video recorders, projectors, lighting and sound mixing equipment.
· Adjust amplifiers, coordinate graphics used in displays and provide technical support for teleconference.
· Track inventory of equipment and order supplies.
· Install and operate audio and video equipment including microphones, sound speakers, video screens, projectors, video monitors, recording equipment, connecting wires and cables, sound and mixing boards, and related electronic equipment for concerts, sports events, meetings and conventions, presentations, and news conferences.
· set up and operate associated spotlights and other custom lighting systems.
· Perform minor repairs and routine cleaning of audio and video equipment.
· Diagnose and resolve media system problems.
· Construct and position properties, sets, lighting equipment, and other equipment.
· Direct and coordinate activities of assistants and other personnel during production.
· Locate and secure settings, properties, effects, and other production necessities.


TADAWUL STOCKS EXCHANGE
Riyadh, Saudi Arabia
AUDIO VISUAL TECHNICIAN 
 JULY 2002 TO JULY 2005


Duties and Responsibilities
· Transport, set up and  fix equipment and lightning techniques.
· Installation of AV systems according to the design specification
· Perform onsite and offsite commission and testing for Video Conferencing/Audio/Visual system
· Handle termination of cabling
· Attend to customers’ enquiries related to company’s products
· Maintenance and repairing customer’s equipment
· Attend to service calls related to equipment breakdown
· Test the equipment after the installation before handing over to customers.
· Maintain customer’s relationship by providing the highest service quality
· 

SOLID DEVELOPMENT CORP
Philippines
[bookmark: _GoBack]OFFICE STAFF / MESSENGER / COLLECTOR
JULY 1993To JUNE2000

Duties and Responsibilities
· Effectively & professionally answering the telephone and dealing with enquiries
· Posting the valid Purchase, Redemption, Switch-in, Switch-out, Transfer-in, and Transfer-out transactions.
· Undertake various functions related to document control, document archiving and maintenance of document register for Construction Projects.
· Input document data into the standard registers ensuring that the Information is accurate and up to date.
· Generate the various document control reports as required.
· Typing of site documents, and follow up of all the site needs.
· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff and suppliers as applicable.
· Maintain updated records of all approved documents and drawings and their distribution clearly.

tRAINING & Seminar CERTIFICATEs

· Certificate of completing the course of Adobe Photoshop – Information Technology Program dated June 27, 2014 in Doha, Qatar.
· Certificate of completing the course of PC Assembly + Networkingdobe Photoshop – Information Technology Program dated December 13, 2013 in Doha, Qatar.
· Certificate of completing the course of Windows Operating System, Word 2007, Excel 2007 & Powerpoint 2007 – Information Technology Program dated June 21, 2013 in Doha, Qatar.
· Certificate of completing the Safety Seminar of HSE Essentails in Oil & Gas Industry dated June 22, 2012 in Doha, Qatar.
· Certificate of Attendance in participating the Computer Hardware Engineering Course dated January 7, 2005 – February 11, 2005 in Riyadh, Saudi Arabia.
· Certificate of completing the course the trade  & evaluation test as Auto Mechanic dated September 28, 2000 in Manila Philippines.

	


personal details
	
	Nationality : Filipino
Date Of Birth :August 18, 1977
Age: 41 
Status: Married
	










I hereby certify that all information presented are true and correct to the best of my knowledge.
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