ANTHONY CASTRO DAVID





Contact                       :             Mobile phone : +(63) 917- 569-7445
Send an e-mail to: a_c_david@yahoo.com



Work Experience:
2014-Present

Zeaborn Marine Services (Philippines), Corp




Liaison Officer

Overall responsible in processing all Visa Applications of all Seafarer to designated Embassy/Government agency such as MARINA, Bureau of Immigration and POEA. Ensures the completeness and correctness of all documents needed in the applications. Acts as Company representative to all Embassy/Government Agency transactions and promote good relationship between the agency and the embassy/government staff and officials.
2003-2014
Department of Foreign Affairs 
(Manila, Paranaque City-Philippines) 
Office of the Consular Affairs (OCA)
VISA Division (2012 – 2014 April)

As Communication Visa Staff
· Ensures that all incoming, for signature and outgoing communications are properly logged.

· Downloading incoming communications from the server.
· Segregation and evaluating of communications for visa director, officer and staff action.

· Monitoring of documents for Director or Officer initial.
· Prepare communications for encoding 

· Secure and keep all visa documents properly safe and well organize.

· Tracking and sorting visa file.
· Duty assist at Passport Division as Processor (reliever).
· Assign at Passport Mobile as Processor or Data Encoder.
Consular Affairs for Public Assistance Center (CAPAC) 

 (2011-2012) Staff, Clerk
· Provide prompt and courteous technical assistance to the applicants.

· Guides applicant to proper directions as required and the application form is duly accomplished.

· To address inquiries regarding passport requirements.

· Assist applicant in giving queuing number.

· Assist all the applicants and give the right information they ask

· That applicant is referred to appropriate windows for senior, minor and new applicant’s window.

· Ensures that applicants are directed properly to cashier windows and e-passport enrollment for payment and encoding
· Coordinates regularly with security to guarantee the safety of all personnel and applicants.

· Inform the duly supervisor and/or assistant of any circumstances needing his/her immediate attention.

· Handle complaints and to make sure that the complaints are properly logged.

· Make sure that escorts are not allowed inside the processing area and that in case where escort insist on proceeding or staying in the processing area, they will be reported directly to the security officer for proper action.

DFA Passport Appointment System (PAS) (2008-2011) Staff
· Acting Head Supervisor (April-October 2010)
· Downloading of incoming e-mails from the server.  

· Segregation of legitimate e-mail request for appointment from junk/spam mails.

· Assignment of specified time slot for each encoder to work on and distribution of work load for the day.

· Encoding of appointment per hour

· Printing of matrix of appointment schedule

· Verification of appointment matrix by EDP

· Forwarding of appointment matrix to Individual and Agency processing section.

· Retrieving of marked appointment matrix

· Processed application from internet appointment is tallied and statistics recorded

· Junk and spam mails are sorted and thoroughly evaluated.

· Prepare weekly and monthly report.
Authentication Division (2003-2008) Staff, Clerk
· Evaluating and verifying documents subject for authentication 
· Issuing and typing of authentication forms 
· Handle accredited agency, import and export documents subject for authentication.

· Assist in the processing of documents for authentication
· Assist in the releasing of authenticated documents

· Extend support in the Assembly Line of Authentication Division
2002-2003

PILIPINAS TELESERVICE INC., Field Marketing Officer
-      Promote to avail our passport delivery service.
-      Convince the passport applicants that our courier service is the      fast, efficient and safe to used. 
-      Formulate direct marketing strategy . 
-      Assist the passport applicants through proper information dissemination.
-      Extend public assistance if needed.
2001-2002

YELLOW BAY INC., Account Executive
-   Convincing or persuading the buyer to enter our product to    their market. (Such as Infant’s diaper and Baby’s wipes).

-    Supervising our item and its status in the market. Checking and visiting our merchandise to the store concern. 

-     Monitoring weekly off take. 

-    Motivating our Diser which in charge in the market for the weekly inventory of our item. 

-    Coordinating the problem about our item to the immediate supervisor in charge. Handling major and minor case prior to our product. 

-     Reporting and follow-up all my task and activities and or update my uperior about the latest trends. Collecting of accounts. 

1999-2001

Pizza Hut Inc.,Customer Service Representative
-    Order taking, confirming orders handling major and minor complaints and coordinating the matter to the duty Manager’s of the store involved through telephone.
-     Preparing weekly and monthly reports (hit rate, complaints log, cancellation report, i.e.) Contacts customers’ and informing them of the on-going promotions and new products and eventually persuade them to purchase it. 

-     Tallying daily, weekly and monthly sales. 

1998-1999

Kentucky Fried Chicken Inc.,Service Crew and 

1997-1998

Greenwich Pizza Pasta Corp.,Service Crew 

-     Serve as waiter, taking orders, serving food, and often handling payments. 

-     Clearing off and setting tables, stocking supplies, cleaning dishes, and occasionally dropping off food, beverages, and condiments.
-     Perform other tasks assigned by supervisors.
Education:
Bachelor in Business Administration minor in Management major in Marketing at POLYTECHNIC UNIVERSITY OF THE PHILIPPINES, Main Campus, Sta. Mesa, Manila.
