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JOSEPH M DELA FUENTE

B11 G11 Al Omran Workforce Accommodation Waterfront/

Palm Jebel Ali (Nakheel) Projects Jebel Ali, Dubai, UAE 
	Objective

	
	To pursue a long-term career in a challenging and professional organization that will utilize my analytical and technical skills and will allow me to incorporate my experiences.

	Education

	
	[ 2002 – 2006 ]   Our Lady Of Fatima University     Quezon City  

· Bachelor of Science in Nursing                  Under Graduate

[ 1998 – 2001 ]   Our Lady Of Fatima University     Quezon City  

·   Associate Degree in Physical Therapy                    Graduate

[ 1998 – 2003 ]   Camp. Reigo De Dios                     Tanza, Cavite                 
·   Military Science 42  [ Advance ROTC]                    Graduate  

· Designated Corps Commander  

	work experience

	
	[  Nov. 2007 - Present  ] Dubai World Security 

                                   Palm Jebel Ali & Waterfront (NAKHEEL)
Security Officer 

· Act as a Supervisor at Palm Jebel Ali Project area.

· Monitoring and preparing of the Advance Daily Duty Detail of the DWS personnel assigned.

· Supervise and conducting Pre-Briefing and De-briefing of the personnel assigned at Dubai Water Front area and dissemination of the incoming memorandum from DWS and Nakheel client.

· Assist the PSM DWF/Palm Jebel Ali Projects for implementation of effective and efficient security and safety plan.

· Assist the PSM DWF/Palm Jebel Ali Project for investigation and reports security violations.

· Performs such other duties as may be directed by the PSM, Supervisor, of DWF/PJA Projects.

· Ensure that all security staff is performing their assigned duties and responsibilities under my supervision.

· Conduct initial inquiry and necessary investigation of every incident, summarize things, make and submit reports without delay.

· Make a detailed roster of security staff and day-off schedule without unfair treatment to any individual.  
· Investigates personnel under my command on any lapse regarding administrative.

· Consistently checks on the status of security and safety in the projects;

· Conducts guard mounting/briefing and debriefing of personnel relative to the daily security operation; 

· Ensures that all items are properly turned over to the incoming security personnel/officer to maintain flawless security operation
Previous Assignments: 
· Security Officer in Charge (Palm Jebel Ali Site Operation)
· Security Officer in Charge (Palm Jebel Ali & Waterfront Site Office)
· Security Officer in Charge (Al - Omran Workforce  Accommodation)

· Security Patrolling Officer ( DWF/PJA Site) 

 Administrative Assistant -  Security Office (DWS)

· Promptly answers incoming calls and directs calls correctly with proper telephone etiquette

· Takes and delivers messages accordingly

· Coordinate to all officer if require 

· Filling of all types of Reports

· Double checking of information report

· Prepare minutes of the meeting 

· Daily attendance (Roster) 

· Checks fax machine for incoming faxes and delivers to appropriate personnel

· Maintains accurate, complete and updated log of all incoming and outgoing important documents

· In – charge of couriers and other inter-office documents and mails

· Data entry in the firm database as required

· Type documents and correspondences as requested

· Sort, copy and distributes incoming mails

· In charge of conference and meeting room schedules

· General administrative duties

 [ June 2006 – June 2007 ]  FRANCISCO SCHOOL   BAESA, Quezon City  

 School CAT - Commandant 

·  Make Course Syllabus/ Program of Instruction
· To conduct Preparatory Military Training and Lectures

· To prepare the cadets in military training for them to develop, Spirit of nationalism and patriotism, independent, law abiding citizen with respect and discipline.  

· Ensure that Safety and Security of the students during outdoor/indoor activities.
[ April 2004 – April 2006 ]  DUSIT HOTEL NIKKO  Makati, Philippines   

 House Security Officer 

· To assist the needs of the guest

· To ensure that the guest is satisfied our services

· Checking and inspect the all baggage’s passing the main entrance 

· To verify the front desk if the guest is already paid for their service charge

· Conduct monitoring the entered floor for any untoward incident happened

·  To handle guest complaint  
[April 2004 – April 2006 ]  St. Jude College       Manila, Philippines   

ROTC Instructor 

·  Make Course Syllabus/ Program of Instruction 

· To prepare the youth physically and morally confident 

· To conduct Basic Military Training and Lectures

· To prepare the cadets in military training for them to develop the spirit of nationalism and patriotism, Independent, law abides citizen with respect and discipline.  

· To assist the ROTC Commandant 



	Training and seminar 

	
	[December 10 2007 ]  DWF/PJA Site Office (NAKHEEL),     
· Health And Safety -Seminar Batch 2

[July 10 2005 ]  NCR COMMAND, Armed Forces of the Philippines   

· Intelligence and Security - Training/Seminar 

[ 25 January 2000] “Home of the Fist Scout Ranger” 

· 1st Musang Challenge   

    Camp. Tecson  Bulacan, Philippines 



	aBILITIES & sKILLS

	
	· Excellent communication skills on phone and in person with proper English grammar / spoken
· Microsoft Office skills - Excel, Word, Outlook, PowerPoint, Internet, Photoshop CS3-C4, Web Designing. 
· Ability to multi-task and work effectively in a fast paced office environment

· Ability to work with a variety of individuals including clients, employees.

· Physio-Therapist, Massage Therapist, Reflexologist

· Alternative Medical Practitioner 

· Mobile Technician, PC set –up/ Installation & Basic Trouble shooting.    

	Personal Information

	
	Age

:
27 yrs. Old

Birth date
:
September  04, 1981

Sex

:
Male

Civil Status
:
Single

Nationality
:
Filipino

Status

:
Free Zone Visa (Transferable)

Passport No.
:
PP0677867
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Mr. Rudolfo G. Leobo 


Project Security Manager 

Dubai Water Front / Palm Jebel Ali Projects 
        

Dubai Water Front Jebel Ali Free Zone 

Contact Number: +971-0504579178/ 05047569
Mr. Mike Ganancial 

Operation Officer (DSS)

Contact Number: +971-0502977604


I here by certify that the above information is true and correct to the best of my knowledge and belief.  


                                                                                    JOSEPH DELA FUENTE


	
	

	
	


