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Eleseo m. Almocera Jr.
Address: Al Falah. Abu Dhabi, United Arab Emirates

________________________________________________________________________
“Seeking for the position that utilize my skills, abilities and experiences”
Career Objective:

“To secure a position where by hard work, dedication and the ability to acquire new skills will advantage any company I work for. Have a solid experience in Administration, Purchase and logistics and Document Controller.”

Work Experiences
Weatherford Oil Tool M.E LTD 


December 2007 to Present

Admin Assistant & Purchase and Logistic Coordinator
Mussafah Sanaya

P.O Box 4503

United Arab Emirates

Admin:
· Responsible for keeping Employees records such as, copy of their school credentials, CV’s profile, Leave form, Sick leave, Medical Certificates, etc.
· Performs administrative and office support activities for multiple supervisors
· Telephone calls receiving and directing visitors, word processing, filing, and faxing.
· Coordinate work flow
· Maintain procedures manual to ensure consistent performance of routines
· Process replies on own initiative or from bosses’ dictation or notes
· Update secretarial/clerical desk manual
· Responsible for renewing their Company ID (JAFZA) 

· Responsible for filing records both hard and soft copies

· Responsible to fill up their monthly bonus

· Responsible for making memo’s as per manager’s advise.

· Responsible for booking my colleagues in hotel (incase they were sent for trainings/ seminars).

· Arranging and booking for their flights or transportations

Purchasing:
· Negotiate price for any orders Local and International.

· Responsible for taking orders non stock items, stock items and for Rental stocks.

· Negotiate price in any companies by means of telephone, fax, and email or by personal.

Logistics:

· Follow up orders to be delivered on time or before the said date deliveries.

· Follow up pending orders Local and International

· Arrange Truck/ Transportation by the time we send oil field tools to any countries.
· Arrange for booking thru couriers and or any air freight

· Responsible for making Commercial Invoices 

System used in the company “JDE system”

Mechanical And Civil Engineering 

June. 2007 to Aug. 20, 2007 only

Purchaser
Mouror Majari, Abu Dhabi UAE



Reason for leaving the company: Project close

· Responsible of taking orders such as Mechanical, Electrical, Civil materials and office paraphernalia.
· Responsible of receiving for incoming fax quotations and outgoing requisition.

· Making an LPO for the materials as per engineers request after approved by the General Manager.

· Negotiate price by squeezing the lowest rate by means of phone, email, and fax or in personal meeting.

· Responsible of receiving Invoice Check and Delivery note.

· Making and keeping hard and soft copies.

· Responsible for gathering the necessary documents, reports, and correspondence and for maintaining an up to date document library.
· Meet with the suppliers and negotiate for the materials price.

· Responsible for making changes of materials or items ordered and canceling materials or items as per manager decision.

· Writing a quotation request to the suppliers by means of email, fax and phone.


Technical Parts Company




April to June 2007

Document Controller 

Mina, Abu Dhabi UAE

· Responsible for incoming and outgoing of any drawings, fax letters, email and phone communication.
· Receive and stamp incoming Documents and make hard copies.

· Distribute copies to the designated person and keep a back up copies hard and soft copies. 

· Ensure the proper integration of all documentation for all maintenance, collocation, re-development and development work completed.
· Responsible for gathering the necessary documents, reports, and correspondence and for maintaining an up to date document library.
· Receives all incoming documents. Determines filing category and makes input to the automated document/drawing control databases.
EDUCATION/ COURSES
1. Mindanao State University



Date Graduated: March 2003

Engineering Technology 
Major in Auto. Mechanic
2. Caregiver Course




Completed


Marital Status
: Married


Place of birth 
: Davao City, Philippines


Nationality
: Filipino

Religion
: Christian
Trainings and Seminars attended: 
Fishing and Milling, WPTS (Weatherford Performance Tracking System), Safe Start, IMS awareness, 8 GEMS, First Aid, etc.
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