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CLOYD CALIAO LUZANA
0055 Barra, Macabalan
Cagayan de Oro City, Philippines 9000
E-mail : cloydluzana11@gmail.com    Mob : +639556227993
===================================================
OBJECTIVE
Seeking a suitable position in an organization where my technical and administrative skills and experience would enhance productivity to contribute to company’s business goals and objectives, and at same time improve my career and personal development.

. 
QUALIFICATION & EXPERIENCE
· Administrative & Technical office experience working and handling diverse multi-cultural workforce

· Solid document control experience in construction/engineering environment and knowledge of working with engineering documents
· Ability to manage multiple tasks
COMPETENCIES AND SKILLS  
· Good command of English language (written/oral)
· Computer Skills: MS-Office, Word, Excel, Outlook, Internet
· Focused/Attention to details
· Strong communication and interpersonal skills and a keen team player

CAREER HISTORY
Philippine Postal Corporation

Cagayan de Oro City

Position Title
: Contract of Service

Duration
: July 2014 – present
Work Description:


      :
Assist in receiving inbound mail dispatches (in closed bag or open dispatch).


      : 
Assist in loading and unloading of mail bags/cargoes to and from official mail vehicles 



Or any authorized conveyances.


      :
Assist in checking contents of mails dispatches against the accompanying Bill/Master 



List.


      :
Assist in postmarking, sorting, culling, bundling and segregating mail matters.


      :
Assist in the preparation and bagging of system-generated outbound mail dispatches.

      
      :
Assist in closing, tagging/labelling and sealing of mail bags containing outbound mail 



Dispatches.
Qatar Engineering and Construction Company
Doha, Qatar
(Construction and Engineering) 

Position Title
: Fire/Safety Watch
Specialization
: Construction and Engineering

Industry
: Oil and Gas
Duration
: April 1, 2014 – May 6, 2014

Visa Status        : Business Visa

Qatar Engineering and Construction Company
Doha, Qatar
(Construction and Engineering) 

Position Title
: Fire/Safety Watch
Specialization
: Construction and Engineering

Industry
: Oil and Gas
Duration
: Feb 2013 – May 2013
Visa Status        : Business Visa
Qatar Engineering and Construction Company
Doha, Qatar
(Construction and Engineering) 

Position Title
: Permit to Work Clerk
Specialization
: Construction and Engineering

Industry
: Oil and Gas
Duration
: Jan 2012 – June 2012
Visa Status        : Business Visa
Rose Pharmacy Incorporated
Cagayan de Oro City, Philippines 

Position Title
: Utility Clerk
Duration
: 2004 – December 2011
Work Description: 

· Maintains cleanliness in the workplace

· Maintains stocks on its place, checks its expiry dates & makes report to Officer In-Charge on duty 

· Delivers Stocks to Branch, Hospitals & other Patron Companies

· Act as Liaison Officer of the Branch

Sulpicio Lines Incorporated Ticketing Outlet 

Cagayan de Oro City, Philippines
Position Title
: Ticketing Clerk
Duration
: January 2000 – December 2003
Work Description: 

· Issues Vessel Ticket s to Patrons

· Prepares Summary / List of Passengers for submission to Main Office

· Replenish Issued Vessel Tickets to Main Office

· Deposit Sales to Bank

EDUCATION
College:
2015 – 2018



Southern Bukidnon Foundation 








Academy







Don Carlos, Bukidnon








Bachelor of Arts in English Language

1996 – 1997



AMA Computer College
Cagayan de Oro City, Philippines

Bachelor of Science in Computer Science
(Undergraduate)

High School:
1991 – 1995



College of St. John the Baptist
Jimenez, Misamis Occidental, Philippines

(Graduated High School)

Elementary:
1985 – 1991



City Central School
Cagayan de Oro City, Philippines

(Graduated Elementary)

TRAININGS & OTHER COURSES
Course Title

:  FIRE SAFETY WATCH TRAINING
Date


:  February 28, 2012
Training Center   

:  RASGAS Limited Vocational Training Centre, Qatar
Course Title

: FIRE AND EARTHQUAKE DRILL/SEMINAR
Training Center   

: LGU Barangay, Cagayan de Oro City
Course Title

: CHRISTIAN LIFE PROGRAM
Date


: April 2004
Training Center   

: St. Peter Chaplaincy, Cagayan de Oro City

Course Title

: COMMUNITY INFORMATION AND PLANNING SYSTEM
Date


: October 1998
Training Center   

: National Statistics Office, Cagayan de Oro City

COMPUTER SKILLS

Microsoft Windows (MS-Office, Word, Excel, PowerPoint), Internet, Outlook
LANGUAGE
English (fluent), Filipino (fluent)
PERSONAL DATA
Born   11th March 1978, married, excellent health, 5.7’ in height, 145 lbs., Filipino citizen 

ADDITIONAL INFORMATION
Willing to be relocated
REFERENCES

· Mario Be. Naduma
CPSO

Philippine Postal Corporation

Central Mindanao Area 08

9000 Cagayan  de Oro City

· Giovanni B. Dagupan
Senior HSE Officer

Qatar Engineering and Construction Company WLL.


Doha, State of Qatar
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