FILOMENO D. TIPAWAN JR.
Blk 8A Brgy. Sinikway, Lapuz, Iloilo City, Iloilo 5000
Mobile No.:  09178507037/09277133432
E-mail No.:  junjaye@gmail.com

OBJECTIVE:
To obtain a position in an aggressive organization in which I can utilize my experience and enhance my knowledge and skills to further improve my career while benefiting the organization to the best of my abilities and efforts.

WORK EXPERIENCE:
NYK-FIL SHIP MANAGEMENT INC.
E. Lopez St., Jaro, Iloilo City, Iloilo
[bookmark: _GoBack]May 12, 2017 up to present
Position: Chief Documentation Officer, Iloilo Branch Office

· Assists the Branch Manager, Iloilo Branch in overseeing the overall function of NYK-FIL Iloilo Branch for smooth and effective crewing and documentation processes 
· Assists the Branch Manager, Iloilo Branch in endorsing Final Wage Balance to Finance Center
· Assists the Branch Manager, Iloilo Branch in checking the completeness of application and requirement for Visa and other documents 
· Assists the Branch Manager in preparing monthly reports. 
· Ensures that all the documents of crew like training certificates, contracts, travel documents and medical certificates are complete and valid 
· Monitors and follows-up documentary and medical requirements of crew as necessary (i.e. medical and training certificates, etc.)
· Ensures that all government mandatory requirements for manning companies are complied with on time, every time 
· Assist the Branch Manager in the implementation of the different programs of the Seafarers’ Dependents’ Association (SDA).


NYK-FIL SHIP MANAGEMENT INC.
E. Lopez St., Jaro, Iloilo City, Iloilo
 March 15, 2008 to May 11, 2017
Position: Documentation and Liaison Officer, Iloilo Branch Office

· Assist the Technical coordinator in collecting crew documents of the debarked crew for debriefing and check their documents for renewal.
· Assist the Technical Coordinator in administering assessment both written and computer exam for promotion of ex-crew and new hires including OJTs.
· Coordinates training requirements of crew with the training center.
· Monitor and updates information in the seafarers’ service checklist (SSC) in the Marine Personnel Information Plus (MPIP) or the database of crew.
· Facilitate and prepare necessary documents for contract signing. 
· Facilitates and monitor the processing of Visa application of Maritime Crew Visa (MCV) and US Visa (C1/D)
· Coordinates with the Fleet Manager, Manila Office regarding the status of:  Visa Application, Vessel Assignment for line-up and Medical Results of concerned crew.
· Facilitates in sending/receiving of parcels and coordinates with Crew Morale and Welfare Department regarding the sending of parcels for crew onboard.
· Assist the Branch Manager in the implementation of the different programs of the Seafarers’ Dependents’ Association (SDA).
· Acts as Document Custodian and ensure that all logbooks and records are properly maintained and updated.
· Releases required Certificates of crew from training centers. 
· Prepares certification of crew for COC, SIRB, BS Degree application and PRC examination.
· Performs other functions as may be assigned by the Branch Manager, NYK-Fil Iloilo Branch and/or General Manager, Manning Center.


NYK-FIL SHIP MANAGEMENT INC.
Gen. Luna cor Sta. Potenciana Sts., Intramuros, Manila
 April 5, 2006 to March 14, 2008
Position: Liaison Officer, Visa and Liaison Department

· Liaises with different Embassies for the processing of Visas.
· Liaises with relevant government agencies for the processing of crew documents like Contract of Employment (COE), etc.
· Enrolls accreditation of Principals and vessels with concerned government agencies like the Philippine Overseas Employment Administration (POEA).
· Renews expired Certificate of Proficiency (COP), SIRBs, Passport and Seafarers’ Registration Card (SRC).
· Performs other functions as may be assigned by the Manager, Visa and Liaison Department, Fleets and General Manager.


NATASHA FOODS CORPORATION
Diliman, Quezon City, NCR
January 3, 2005 to June 18, 2005
Position: Team Leader

· Handle all the personnel in the Bakery Section.
· Monitor the incoming and outgoing of supplies of ingredients.
· Prepare and coordinate production reports to the Plant Manager.
· Oversees and ensure that the Bakery section is clean and all the equipments are properly maintained.


CREATIVE LABORATORY
Ortigas Center, Pasig City, NCR
September 2004 to December 2004
Position: Sales Executive

· Negotiates with possible clients thru sales call/telemarketing and company visits for the presentations of products.
· Functionally subordinate to the Manager and Finance Officer.
· Support sales operations in completing special sales project and events.
EDUCATIONAL BACKGROUND:

COLLEGE		:	B.S. PHYSICAL THERAPY
Our Lady of Fatima University
Mc Arthur Drive, Marulas Valenzuela City, NCR
2000-2001
SECONDARY		:	Sacred Heart Academy
Zarraga, Iloilo City, Iloilo
1992-1993
										 
PRIMARY		:	Nabitasan Elementary School
				Nabitasan, Leganes, Iloilo
1988-1989
				
PERSONAL BACKGROUND:

Nickname		: 	Jun
Age			:	45 years old
Gender		:	Male
Civil Status		:	Married
Birth Date		: 	December 28, 1975
Birthplace		:	Brgy. Leganes, Iloilo City, Iloilo
Nationality		: 	Filipino
Religion		: 	Christian
Height			: 	5’6”
Weight		: 	135lbs.
Language		: 	English, Filipino, Hiligaynon

Skills			:	Proficient in Microsoft Office  

TRAININGS AND SEMINARS:

ISO 9001:2000 Awareness Seminar
NYK-Fil Ship Management Inc
Gen Luna cor Sta. Potenciana Sts., Intramuros, Manila
May 30, 2006

Philippine Quality Award Briefing
NYK-Fil Ship Management Inc
Gen Luna cor Sta. Potenciana Sts., Intramuros, Manila
June 14, 2006

Standard of Training, Certification and Watchkeeping
 NYK-Fil Ship Management Inc
Gen Luna cor Sta. Potenciana Sts., Intramuros, Manila
July 18, 2006



Work Ethics, Values and Teambuilding
NYK-Fil Ship Management Inc
Gen Luna cor Sta. Potenciana Sts., Intramuros, Manila
September 16, 2006

English Proficiency Seminar
NYK-Fil Ship Management Inc
Gen Luna cor Sta. Potenciana Sts., Intramuros, Manila
April 28, 2007

Documentations Handling Seminar
NYK-Fil Ship Management Inc
E. Lopez St., Jaro, Iloilo City, Iloilo
June 8, 2009

ISO 9001:2008 Awareness Seminar
NYK-Fil Ship Management Inc
E. Lopez St., Jaro, Iloilo City, Iloilo
June 25, 2009

CHARACTER REFERENCES:

C/M Hannibal A. Colmo
Branch Manager
NYK-Fil Ship Management Inc
E. Lopez St., Jaro, Iloilo City, Iloilo
+639178687370
(033) 3294152
Sylvia O. Romero
HRD Manager
Hinduja
Ayala Techno Hub, Smallville, Mandurriao, Iloilo
+639328666192

Armel R. Villareal
Church’s Full-Time Leader
ICOC-Iloilo								
Deca Homes, Pavia						     
+639276234800					                   			  


  												
								                    _______________________
     									          Filomeno D. Tipawan Jr.
										          Applicant
	



